
Shasta Lake Water Resources Investigation,

California

Mission Statement Milestone Report

APPENDIX C

STRATEGIC AGENCY AND PUBLIC
INVOLVEMENT PLAN

MARCH 2003





Shasta Lake Water Resources Investigation, Mission Statement Milestone Report
California ES–1 March 2003

EXECUTIVE SUMMARY

This Strategic Agency and Public Involvement Plan (Plan) is a manual to guide the U.S.
Department of the Interior, Bureau of Reclamation, Mid-Pacific Region (Reclamation) in
agency and public involvement efforts for the Shasta Lake Water Resources Investigation
(Investigation).  This Plan is intended for use as an investigative tool by the Study
Management Team (SMT) and Project Coordination Team (PCT).  The SMT represents
senior program managers and policy-level management to help guide the overall
Investigation.  The PCT primarily consists of the Reclamation and California Department of
Water Resources (DWR) Project Managers and subject matter experts that will carryout the
Investigation.  Due to the dynamic nature of public and agency involvement, and the
development of engineering data for the Investigation, this Plan is flexible and will be
modified as appropriate to support project needs.  It will be used by experienced public
involvement agency staff capable of meeting the goals and objectives of the Investigation,
while working within the constraints of available budget and staff.

The Plan is based on two major elements – Outreach and Information.  Each is designed to
help the exchange of information between the PCT and major stakeholders for the
Investigation.  Outreach elements focus on two-way communication.  Information elements
focus on disseminating study related data to target outreach focus groups.  These groups
include:

•  Participation Agency Representatives – Federal, State, and local agency
representatives who are directly responsible for various elements of either managing or
product delivery for the Investigation.

•  Direct Stakeholders – Federal, State, and local agencies; Tribal representatives, water
user interests, involved environmental groups and related stakeholders who are directly
interested and involved in the conduct of the Investigation.

•  Interested Agencies, Groups, and Individuals – Federal, State, and local agencies,
groups, and individuals who want to keep informed and potentially involved in the
Investigation.

Major Outreach components of the Plan include communication teams, public meetings and
workshops, and tribal communication.

•  Public Meetings – Two public meetings are planned at strategic intervals of the project
schedule.  The first meeting will bring stakeholders up to date with the Investigation’s
process and collect stakeholder initial ideas for alternatives.  The second public meeting will
include collection of public comments for the Draft Feasibility Report.

•  Communication Teams – In addition to the SMT and PCT, the Plan includes two
focused communication teams comprised of key stakeholders and other interested parties.
They include the Area Impacts and Restoration Communication Team (AIR Com Team) and
the Water Supply and Reliability Communication Team (WSR Com Team).
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•  Tribal Communication – Tactics for communication with Federally-recognized Native
American Tribes will be consistent with Executive Order 12898 and the Presidents April 29,
1994, memorandum and will seek to achieve effective outreach and meaningful tribal
participation.

The major Information components of the Plan are as follows:

•  Stakeholder Database – A stakeholder database populated by stakeholders expressing
their preferred interest areas and methods of contact.

•  Project Web Site – Via the internet, the Investigation will provide stakeholders with
complete access to project information, and a means to automatically register for more
information.  The Web site will include an on-going and easily accessible database of
information for stakeholders and Project Managers to request and distribute information
quickly, effectively and economically

•  Project Brochures and Newsletters – Two brochures and five newsletters are planned
for the Investigation.  These documents will be written in lay persons’ terms and distributed
at periods that best inform stakeholders as key milestones of the Investigation including the
availability of important project documents, such as interim alternative descriptions reports
and the draft and final feasibility reports.

•  Media Relations Conduit – As an outreach conduit to stakeholders, the media relations
component contains several targeted activities including public meetings, and key milestone
publicity, rapid response, editorial board briefing, opinion/editorials, and other media
resources.

•  Speakers Bureau – This element will provide Project Managers the opportunity to build
relationships with stakeholders through presentation of the Investigation to civic
organizations, local government bodies, and other community events.

•  Information Resources – Information resources include visual aids, information papers
and document templates.

Several up-coming outreach events include:

Initial Newsletter Spring 2003
Scoping Meetings and Public Brochure Summer 2003
Initial Alternatives Workshops Fall 2003
Advanced Alternatives Workshops October 2004
Public Meetings on Feasibility Report August 2005
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CHAPTER I
INTRODUCTION

BACKGROUND
Increasing available water supply and reliability by modifying Shasta Dam and Reservoir has
been investigated on several occasions.  A primary conclusion by the U.S. Department of the
Interior, Bureau of Reclamation, Mid-Pacific Region (Reclamation) in a September 1988
Enlarged Shasta Wrap-Up Report, was that raising Shasta Dam over 200 feet appeared to be
feasible from engineering, environmental, and economical perspectives.  However,
Reclamation also concluded that plans for enlarging the dam were not financially or
politically feasible given the relatively low estimated demand for additional water at that
time and the extensive investment of public funds that the project would require.

An appraisal level investigations of the potential for enlarging Shasta Dam and Reservoir
was completed by Reclamation in May 1999.  Three enlargement options were evaluated
ranging from a 6.5-foot raise to about a 200-foot raise.  The assessment recommended further
studies but focused on examining the opportunities for a small enlargement of Shasta Dam
and reservoir.

Expansion of storage in Shasta Reservoir as part of the Central Valley Project (CVP) is one
of five potential surface water storage projects identified in an August 2000 Record of
Decision (ROD) for the CALFED Bay-Delta Program (CALFED).  The ROD identified the
potential for expansion of Shasta to help increase the pool of cold water available to maintain
lower Sacramento River water temperatures needed by certain fish and provide other water
management benefits, such as water supply reliability.

In 2000, Reclamation re-initiated feasibility scope investigations to evaluate the potential of
enlarging Shasta Dam for increased water supply and operational flexibility.  Increases in
demands for water supplies and attention to ecosystem needs in the Central Valley of
California have renewed interests on expanding the facility.  The Shasta Lake Water
Resources Investigation (Investigation) is being conducted under the general authority of
Public Law (PL) 96-375 (1980).  The California Department of Water Resources (DWR) is
participating in the Investigation.

PURPOSE
The purpose of this document is to describe a Strategic Agency and Public Involvement Plan
(Plan) for the Investigation.  Prepared under contract (01-CS-20-210B, Task Order
01A620210B), this document is to be applied locally, regionally, and statewide for raising
awareness of, and participation in, the Investigation by the public, agencies, and other
stakeholders.  It is based, in part, on the “Shasta Lake Study: Public Involvement Program
Manual,” January 1983.  This Plan is designed as a manual to assist the Project Coordination
Team (PCT) and Study Management Team (SMT) effectively communicate with those
individuals, groups, and agencies that are affected by or can benefit from a project primarily
involving the enlargement or modification of Shasta Dam.  It is anticipated this Plan will be
amended as the project evolves.
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At its most basic level, the Plan is to build a foundation of trust between stakeholders and the
PCT and SMT.  The basis for this trust is to be gained partially through establishment of a
clear and concise mission statement so that all study participants can understand, accept, and
work cooperatively together.  The current mission statement for the Investigation is as
follows:

“To develop an implementable plan primarily involving the modification of Shasta
Dam and Reservoir to promote increased survival of anadromous fish populations in
the upper Sacramento River; increased water supply reliability to the Central Valley
Project; and to the extent possible through meeting these objectives, include features
to benefit other identified ecosystem, flood control, and related water resources
needs.”

PLAN OBJECTIVES
This Plan will provide a system where the following five objectives are met:

•  Stakeholder Identification – Research, identify and qualify those individuals, groups
and other entities that have an expressed or implied interest in enlargement and/or operation
modification of Shasta Dam.  No individual, group or entity is to be excluded from the
process, which includes meeting Executive Order 12898, “Federal Actions to Address
Environmental Justice in Minority Populations and Low-Income Populations.”  Stakeholder
identification will persist throughout the Investigation by utilizing known stakeholders as
resources and the application of technologies such as the internet to identify additional
stakeholders.

•  Project Transparency – Success of the Investigation will rely on project transparency, a
practice where the activities and study results are provided to stakeholders in a timely,
unbiased fashion.  Distribution of this information is a vital goal to build and maintain a
reservoir of goodwill towards the PCT.  Distributing this information will take many forms
including: the media, the internet, public meetings, stakeholder meetings, and public
presentations.

•  Issues and Concerns Resolution – Equally as important as project transparency is
gaining awareness of the issues and concerns of the stakeholders and establishing a
mechanism where the PCT learn of these problems early.  By utilizing various public
involvement processes, the PCT will address issues and concerns in an effective and timely
manner.  Priority will be given finding solutions through consensus with stakeholders.  If
consensus is not achievable, solutions will be sought through stakeholder consent.  The
definition to be used for consensus and consent are:

- Consensus: A resolution based on terms and conditions where no party is
adversely affected.

- Consent: A resolution based on terms or conditions that may affect – materially
or otherwise – one or more party, but is acceptable to affected parties for the
overall good of the effort.
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•  Sponsor Identification – As a collective effort, the agency and public involvement
program builds synergies that will contribute to successful completion of the Investigation.
Through these synergies, potential sponsor(s) for implementation of enlargement and/or
operational modifications of Shasta Dam will emerge.  These sponsors may either rise from
the stakeholder group itself, or by referral within the stakeholder community.

•  Project Implementation – An implementable project will be based on successful
implementation of each of the four objectives.  The final objective is to build a
communication network to enable policy-makers to understand the project purpose and
benefits and conclude for themselves the project meets all requirements necessary to be
implemented.  This will be accomplished through timely and accurate distribution of
information to policy-makers though multiple outreach methods.

GUIDELINES
Outreach guidelines of the Plan are based on established assumptions and factors.  The
guidelines are based on assessment and research in the community from prior public
involvement experience for natural resource studies and from conversations with the Project
Managers from Reclamation and DWR and staff.  Primary assumptions include:

•  Reclamation is committed – within the boundaries of its congressionally mandated
mission and purpose – to serve as convener of information related to enlargement and/or
modification of Shasta Dam in an environment where information related to the project is
transparent to stakeholders.  In this capacity, Reclamation is an advocate for the process and
is a supporter of the opinions expressed by the stakeholder community.

•  Congress is the ultimate decision-making body for Reclamation projects.  Reclamation –
in representing the decision-makers – will consult with as many interests as possible and will
approach this project as a potentially statewide effort.  Public meetings, stakeholder meetings
and other consultation mechanisms will provide opportunities to influence the decision-
making process.  However, the public involvement program itself will not be a substitute for
policy-makers to carry out their authorized functions.

•  This Plan will consider the Investigation’s interrelation to other surface water storage
projects outlined in the CALFED ROD.  Those projects include In-Delta Storage, Upper San
Joaquin, Los Vaqueros and North of Delta Off-Stream Storage (NODOD/Sites Reservoir).
This consideration is intended to contribute to the Investigation’s successful completion.

•  As an effort dating back to the 1970s and one designated by the CALFED ROD, the
Investigation has established some awareness among key stakeholders.  Awareness of the
effort, however, is low among many other stakeholder groups, particularly the general public.
This Plan will proceed considering the needs and concerns of those individuals and groups
that would be affected by modification to Shasta Dam.  Information to the general public will
be of secondary importance and presented as a component of the main goal of
communicating with key stakeholders.
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•  Public involvement coordination for this Plan will be a joint effort between the Project
Managers, its public affairs staff and other subject matter experts.  All members of the PCT
will participate in public involvement efforts, under guidelines set forth in this Plan.  Staff
and budget resources will be allocated to the Plan will demonstrate a strong commitment to
project transparency.

•  Communication with tribal interests will be consistent with the President’s April 29, 1994
Memorandum, directing Reclamation to actively engage Federally recognized tribal
governments in the planning and development of the Investigation including consultation
with each tribe on a government-to-government basis, to the greatest extent practicable and
permitted by law, prior to taking actions that affect such tribal governments.  Under Federal
Trust responsibility, the Reclamation will provide full disclosure (benefits and negative
impacts) of the project, allow time for tribal review/consultation and receive comments
and/or alternatives.



Shasta Lake Water Resources Investigation, Mission Statement Milestone Report
California II–1 March 2003

CHAPTER II
PUBLIC INVOLVEMENT STRATEGY

The agency and public involvement strategy Plan consists of two basic elements - Outreach
and Information.  Below is a summary of each of the elements.  More detailed descriptions is
contained in Chapters II and III.  Each element will be used by the SMT and PCT to
productively accomplish the Investigation.  Basic responsibilities of each team relative to the
Plan is as follows:

•  SMT (Study Management Team) – Consists of participating agency individuals at the
management and/or first-line policy level.  Each team member is responsible for ensuring
that all PCT members are granted sufficient resources and direction to complete the various
tasks assigned.  The SMT also provides overall guidance for the study ensuring participating
agency views are addressed.  The Project Manager also participates in the SMT by providing
administrative and technical focus information and adequate communication between the two
teams.

•  PCT (Project Coordination Team) – Consists of the Project Manager, an environmental
specialist, a fisheries biologist, an archeologist, a public affairs specialist, a design engineer,
a hydrologist, an economist and other members as appropriate.  A representative from the
U.S. Fish and Wildlife Service (FWS) is to help assist proper coordination.  At the PCT
meetings, each study component is adequately represented by the varied backgrounds of
team members.  Participation in team meetings is subject to the topic discussed, and
additional expertise is included as necessary.  The PCT directs the work performed by the
Technical Work Groups (TWG’s) and coordinates the results into the overall study.  The
PCT team also directs public involvement activities and coordinates general public input into
the study.

STAKEHOLDER GROUPS
Both the SMT and PCT are to help facilitate the exchange of information between the study
and major stakeholders groups for the Investigation.  These groups include:

•  Participation Agency Representatives – Federal, State, and local agency
representatives who are directly responsible for various elements of either managing or
product delivery for the Investigation.

•  Direct Stakeholders – Federal, State, and local agencies; Tribal representatives, water
user interests, involved environmental groups and related stakeholders who are directly
interested and involved in the conduct of the Investigation.

•  Interested Agencies, Groups, and Individuals – Federal, State, and local agencies,
groups, and individuals who want to keep informed and potentially involved in the
Investigation.
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OUTREACH ELEMENTS
Outreach is two-way communication between stakeholders, the PCT, and key State and
Federal officials.  It is here that project transparency is established and the PCT hears directly
from affected constituents.  Activities within this component include development of two
Communication Teams, Tribal Communication Team and a SMT.  It is through these groups
that the Investigation will gather information, feedback and solutions to topics such as lake
and tributary impacts, environmental justice, ecosystem restoration, water transfer and
marketing, conjunctive use, recreation and other related items identified during the public
involvement process.

An essential component of this effort is for the PCT to build a reservoir of goodwill among
stakeholders and policy makers.  Accomplishing this task delivers a project that is credible
and supported by the stakeholder community.  It is important to note, however, that although
this project is transparent to stakeholders and they can exert a level of influence over the
study outcome, they do not have veto power over the project.  That power rests with
Congress, which is the ultimate decision-maker for Reclamation projects.

Basic Outreach elements include:

•  Public Meetings – Two sets of public meetings are planned for distribution and reception
of information.  The proposed meetings include an open house and public workshop.  The
timing of each event is designed to address informational needs of the study and/or the
necessity to present critical milestones to stakeholders.

•  Communication Teams – Two communication teams – Area Impacts and Restoration
and Water Supply and Reliability (AIR Com) Teams – will be created or reactivated for the
Investigation.  The communication teams will meet three times per year.  The AIR Com
Team is comprised primarily of those with expertise in local interests, environmental justice,
ecosystem restoration, fisheries, recreation and others to be identified through the public
involvement process – is planned to meet three times per year in the Redding, California,
area.  Two Water Supply and Reliability Communication (WSR Com) Teams – comprised
primarily of those with water supply and distribution expertise, water marketing and
exchange, water policy and legislation and others to be identified through the public
involvement process – are planned, one intended for the study area and a second for interests
outside of the immediate study area.  These groups will meet three times per year.

•  Tribal Communication – Consistent with the President’s April 29, 1994 Memorandum,
the Reclamation will actively engage Federally recognized tribal governments in the
planning and development of the Investigation and will consult with each tribe on a
government-to-government basis, to the greatest extent practicable and to the extent
permitted by law, prior to taking actions that affect such tribal governments.  Under Federal
Trust responsibility, Reclamation will provide full disclosure (benefits and negative impacts)
of the project, allow time for tribal review/consultation and receive comments and/or
alternatives.  Public involvement activities for this component will mirror all other activities.
Consultation with these tribal interests, however, is the responsibility of Reclamation.  Three
tribal meetings per year are planned.



Appendix C Chapter II
Strategic Agency and Public Involvement Plan Public Involvement Strategy

Shasta Lake Water Resources Investigation, Mission Statement Milestone Report
California II–3 March 2003

INFORMATION ELEMENTS
Information activities are one-way communication from the PCT to stakeholders and, under
certain circumstances, vice versa.  The intent of this tactic is to deliver pertinent, accurate,
timely and neutral information to stakeholders, which establishes Reclamation as a convener
of information for the project.  Accomplishing this task communicates to stakeholders and
policy makers that the goal of the Investigation is to develop positive water supply and
supply reliability measures in concert with the needs of constituents and the environment.
Major actions in the Information element includes a comprehensive stakeholder database,
project Web site, newsletters, media relationship building, speaker’s bureau, and information
resources.

Stakeholder Database

A comprehensive stakeholder database will be implemented for the Investigation.  The core
database will be developed via existing interest group databases from Reclamation, DWR,
CALFED, and others.  It will be stored in a Web-based database accessible by the Project
Managers.  The database will be populated by stakeholders able to express their preferred
interest areas and methods of contact.  A potential option includes on-line
surveys/questionnaires.  The site design would enable the Project Managers to search
stakeholders by name, interest area, organization, location and other subject areas.  It will
further provide a mechanism to generate mailing labels, group E-mail lists and the ability to
export the database to a spreadsheet program such as Microsoft Excel.

Web Site

A comprehensive project website will be created for the Investigation.  The site is to include
functions for stakeholder registration, project information, project photo tour, project
calendar, project contact database and stakeholder response forms.

Brochures

At least two project brochures are planned for the Investigation.  The first brochure is
scheduled for release following the formal notice of study initiation, as shown in Figure 1
(Public Outreach and Involvement Planning Calendar).  This brochure is designed to report,
in part, on the Initial Alternatives Information Report, while the second brochure will report
on details leading up to release of the Final Feasibility Report.

Newsletters

Five newsletters are planned for the Investigation.  The timing of each newsletter will be
based on key milestones of the Investigation and an opportunity for stakeholders to provide
feedback to the PCT.

Media Relations

Media relations for the Investigation will include proactive and reactive activities.  All
activities will be coordinated in conjunction with the Project Managers, its public affairs staff
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and other subject matter experts.  It is a program that recognizes the third-party contribution
the media can provide to communicate the purpose, need and objectives of the Investigation
to stakeholders.  Media relations tactics to be employed include news releases, media
advisories, calendar advisories, editorial board visits, letters to the editor and
opinion/editorials.  The effort will be flexible in order to quickly react to false and misleading
information about the program.

Speaker’s Bureau

The Investigation will employ a comprehensive speaker’s bureau program to present
information to affected constituents.  Members of the speaker’s bureau program will include
the Project Managers and other PCT and SMT subject matter experts.  The program also
serves as an outreach mechanism gathering comments and responses to improve
communication.

Information Resources

Information resources include visual aids (PowerPoint slideshow templates, display boards,
maps, charts, etc.), information papers and document templates.  Document templates will
outline the specific format (i.e., font size, location of graphics, page margins, etc.) for all
public documents to be distributed by the PCT, providing a format recognizable at a glance
to the public.
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CHAPTER III
OUTREACH ELEMENTS

Following is a more detailed description of the public meeting, communication team, and tribal
communication elements of the Outreach portion of the Plan strategy.

PUBLIC MEETINGS

Objective

Public meetings and their variants are vital actions necessary for project transparency of the
Investigation.  Their purpose is to help build stakeholder trust – a necessary factor in order to
reach consent from stakeholders for major issues and findings of the Investigation.  Through
these meetings, the PCT seeks to achieve the following:

•  Provide an environment for effective two-way communication between the PCT and all
stakeholders.

•  Provide multiple opportunities for stakeholder participation.

•  Build and improve project awareness/understanding to the general public.

•  Gain stakeholder consent to Investigation findings and solutions.

•  Meet requirements of National Environmental Policy Act (NEPA) and California
Environmental Quality Act (CEQA).

Description

Four forms of public meetings are applicable to these meetings: public hearing, public hearing,
public forum/town hall meeting, public workshop, and open house.  Following is a description of
public meeting forms and how they can contribute to the goals of the Investigation.

Public Hearing

A public hearing is a formal session and is, therefore, the most regimented of the four formats
listed here.  It is a method that allows the public to submit formal input and is often the climax of
the public involvement process, providing stakeholders the opportunity to register their final
thoughts on the project.

Meeting duration is usually about two to three hours depending on attendance.  If significant
attendance is expected, it may be necessary to divide the audience into groups based on specific
topics.  These meetings may seek two-way communication, but is more often intended to one-
way communication from stakeholders.  Comments received during this session become part of
the project public record and will be incorporated into findings as appropriate.
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Meeting format includes a brief opening statement by the sponsoring agency, including a
summary of major recommendations and confirmation of hearing rules.  The floor will then be
opened to statements and/or questions and answers between the PCT and the public.  Attendees
are encouraged to provide written comments in hard copy or electronic forms.

Figure 2 – Presentation being made at a public meeting

Public Forum/Town Hall Meeting

This form of public meeting is favored when two-way communication is desired in a less
regimented format, whereby event hosts can provide an informal environment allowing
stakeholders and the PCT exchange questions and answers.  This public meeting tactic is often
employed when a major milestone, such as the Draft Feasibility Report, is announced.  Under
these circumstances, the goal of the meeting, in part, is to (1) confirm project direction with
stakeholders, (2) solicit constructive feedback from stakeholders to project findings, (3) receive
counsel from stakeholders to unknown issues/concerns/ideas, and (4) confront false perceptions
of project mission and scope.

The general format for this meeting is less formal.  An independent third-party facilitator may be
used and depending on the audience size, the session will be conducted without a public
announcement system.  The setting calls for a brief introduction by the facilitator, who outlines
the purpose of the meeting, its goals and ground rules.  It is the facilitator’s responsibility to
maintain decorum, encourage active discussion and act as liaison between stakeholders and the
PCT.
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Figure 3 – Public-forum type meeting

Public Workshop

A public workshop will take place when topics require discussion in a group setting.  This format
provides stakeholders the opportunity to counsel the PCT on a given topic, allowing a sense of
ownership and involvement in the process.  The workshop format includes a purpose statement,
an overview of the discussion on issues, how issues will be applied to the Investigation, the goal
of the workshop, and workshop rules.  The session can be facilitated by an independent third-
party or led by a subject-matter expert.  The duration of a workshop will be based on the task and
the number of participants.  Single-topic workshops will conclude in approximately 90 minutes.
If numerous topics are to be discussed, it may be necessary to either limit the duration each topic
is discussed or divide attendees into groups.

Figure 4 – Small group discussion at split-off group during workshop meeting
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Open House

The open house format is the most informal of the four outreach methods.  Duration is typically
three hours and does not include a formal beginning or close.  Stakeholders can come and go,
gathering as much or little information as desired.  The Open House format often includes
several information booths for specific topics, such as ecosystem restoration, economic impact,
project feasibility, fishery and conjunctive use.  In-depth information is provided by one or more
subject-matter experts stationed at each booth.  Information materials and response cards are
available for visitors to leave written comments or questions for given topics.

Figure 5 – One-on-one discussions at an open house meeting

This Plan calls for two sets of public meetings held in 2003 and 2005 (see Figure 1).  The 2003
events, in part, are intended for project scoping and updating for stakeholders and the general
public.  The 2005 meetings are designed, in part, to receive feedback from the Draft Feasibility
Report.  Meetings will be held in a location convenient for attendance by stakeholders.  It is
anticipated that the bulk of the stakeholders will be in the region immediately surrounding the
study area.  Outreach activities specific to key stakeholders are included in interest group
communication team meetings.  The recommended format for the 2003 and 2005 meetings are
open house and public forum, respectively.  Prior to each set of meetings, public notice is to be
issued through the State Clearing House, the Federal Register and in the local newspaper of the
host city.  Pertinent information about each of the planned public meetings is presented below.

Meeting Set One: Shasta Lake Water Resources Investigation Open House and Public –
Workshop – It is anticipated that the first set of public meetings will consist of at least 4
separate events.  They will be held in the Shasta area and elsewhere in the extended study area.
Current identified likely locations include Redding, Fresno, Sacramento, and likely the Bay-
Delta area.  Other meeting locations could be determined based on stakeholder needs and the
likelihood of adequate attendance.  See Figure 1 for the meeting schedule.
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As mentioned, the recommended format for the meeting is a combined open house and public
workshop.  This is because prior studies to enlarge Shasta Dam have established a baseline
awareness of the concept among area residents and stakeholders.  Further, eventhough awareness
of the current study is high among certain stakeholder groups due to meetings conducted by
Reclamation and the project’s importance under the CALFED ROD, it minimal by the general
public.

The primary goal of the meeting will be to obtain information for the environmental scooping
process.  It is also to update stakeholders and the public to the Investigation status and schedule.
Public noticing for the meeting will be via mail, E-mail, news release, project newsletter and the
project website.  Results of the meeting will be posted on the project website and in a post-event
news release.

Exhibits throughout the conference facility will illustrate key components of the Investigation,
such as ecosystem restoration, study area, dam enlargement feasibility, regional impacts, and
water supply and reliability opportunities.  Subject-matter experts, information materials and
response cards will be stationed at each exhibit.  Attendees will be greeted at a sign-in table and
provided a brochure that overviews the event and other basic information.

The public and stakeholder workshops planned for this event will be designed to collect
information from the public and stakeholders as break-out sessions to the open house.  Up to two
workshops will be held and limited to 30-45 minutes each.  Times and locations of these sessions
will be highlighted in the event brochure.  The suggested format calls for the PCT to hold an
audio/visual “seminar” that will best help the public understand complex technical aspects of the
study.

Up to three interest group communication team workshops are recommended to be held after the
open house.  Although these sessions will be open to the general public, they are intended for
key stakeholders in the areas of AIR Com, WSR Com, and Tribal Issues.

These meetings will serve as a kick-off to engage these groups in the agency and stakeholder
participation program.  A description of this activity is included in the Outreach and Involvement
Activities section of this guide.

Meeting Two: Shasta Lake Water Resources Investigation Public Forum – It is anticipated
that the second set of public meetings will also be held in Redding in late 2005 (see Figure 1).
As mentioned, the recommended format for this meeting is a public forum, a setting promoting
two-way conversations between the PCT and attendees.  The session will collect questions,
concerns and comments from the public for the Draft Feasibility Report.  A 90-day public
comment period will follow the release of the Draft Feasibility Report.  The recommended
format is based on two key factors:

•  Awareness of the Investigation has been established and enhanced via the previous public
meeting and numerous interest group communication team meetings.

•  Because the report is in draft form, an informal session will best promote constructive input
from the public.
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The intended location for the public forums will again be in the Redding, Fresno, Sacramento,
and Bay-Delta area.  Again, other meeting locations will be determined based on stakeholder
needs and the likelihood of adequate attendance.  Public noticing for the meeting will be via
mail, E-mail, news release, project newsletter and the project website.  Results of the meeting
will be posted on the project website and in a post-event news release.

The proposed format for this set of meetings will be to position information booths along the
exterior walls of the conference room.  The event is to be led by a third-party facilitator,
providing a brief overview of the project’s status, meeting rules and facilitation of questions
between the audience and various subject-matter experts.

Timeline

Table 1 lists the essential tasks for the meeting and their suggested occurrence relative to the
meeting.

TABLE 1
PUBLIC MEETING TIMELINE

Task Task Occurrence Relative To
Meetings

Determine information needs of PCT and key stakeholders. 7 Weeks Prior
Set up meeting location. 7 Weeks Prior
Schedule meeting date and determine attendance levels. 7 Weeks Prior
Draft meeting format and submit to PCT for approval. 7 Weeks Prior
Draft basic meeting agenda and invitation, and submit to PCT for approval. 7 Weeks Prior
Coordinate development of information boards and other content for meeting. 6 Weeks Prior
Receive approval of agenda and invitation, and format for direct mail to
database.

6 Weeks Prior

Mail meeting invitation. 5 Weeks Prior
Draft news release and submit to PCT. 5 Weeks Prior
Draft calendar advisory and submit to PCT. 4 Weeks Prior
Receive approval of news release and send to trade media, and follow-up with
calls.

4 Weeks Prior

Approve Calendar Advisory and send to calendar editors, and follow-up with
calls.

1-4 Weeks Prior

Draft information boards and other materials due for PCT review. 3 Weeks Prior
Draft media advisory and submit to PCT. 2 Weeks Prior
Receive approval for information boards and other materials, and send out for
printing.

1 Week Prior

Distribute news release to daily newspapers, and follow-up with calls. 1 Week Prior
Project Managers and select PCT members rehearse meeting. 4 Days Prior
Conduct meeting. Day of Meeting
Compile and submit meeting minutes to PCT for approval. Day 2 Post Meeting
Receive approval of meeting minutes. Days 3 and 4 Post Meeting
Post meeting minutes to project Web site. Day 5 Post Meeting
Print and mail meeting minutes to key stakeholders. Day 6-8 Post Meeting
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COMMUNICATION TEAMS

Objective

Successful implementation of the Investigation will depend on sustained participation and
constructive involvement by stakeholders having influence over structural and/or operational
modifications to Shasta Dam.  Stakeholders include non-governmental organizations,
government agencies and other interested parties.

The core objective of the Communication Team program is to provide stakeholders an
environment for open dialog through effective stakeholder facilitation.  Though this proactive
exchange of viewpoints, the program identifies critical information gaps and builds a basis for
stakeholders to resolve issues that may hinder successful completion of the Investigation.

Description

Two communication teams are planned for the Investigation: AIR Com (Area Impacts and
Restoration Communication) and WSR Com (Water Supply and Reliability Communication.
Following is a description of each communication team, including structure, proposed meeting
location, member interest areas and other factors.  A matrix of each meeting is included
following the below descriptions.

AIR Com Team

The primary process of the AIR Com Team will be identification, communication, and resolution
of outstanding issues on potential impacts of project features in the primary study area.  Initial
involvement from stakeholders in the immediate study area and those individuals, groups and
agencies that are active in the region will be sought.  The geographic focus is intended to provide
the PCT the best opportunity for two-way communication with stakeholders most likely to be
directly or indirectly affected by the possible enlargement or reservoir re-operation of Shasta
Dam.  Initial meetings are anticipated for the Redding, California, area, with future locations
determined by the stakeholder community.  This geographic territory includes the Shasta Lake
and its major tributaries; Sacramento River south to Red Bluff; and Redding, Red Bluff, and
other nearby communities.  The AIR Com Team will include local and regional expertise in the
following categories:

•  Cultural/community assets

•  Economic impacts

•  Ecosystem restoration

•  Environmental justice

•  Fishery

•  Municipal infrastructure and utilities

•  Property rights

•  Recreation

•  Transportation

•  Tributary impacts

•  Wildlife
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WSR Com Team

Two WSR Com Teams are planned for the Investigation.  The focus of each team will be to
coordinate water supply elements of the study with potential water users and other interest
groups.  One team is planned for the Sacramento River area and the other the Delta and South of
Delta areas.  Each will be comprised of government agencies, non-government organizations,
water agencies and other entities.  The WSR Com Team is further anticipated to have interest in
the Investigation from an, in part, environmental, resource and flood control perspectives.  Team
members will be recruited to include those with local, regional and statewide expertise in the
following categories:

•  Water supply and distribution

•  Water marketing and exchange

•  Water policy and legislation

•  Environmental justice

•  Environmental restoration

Team Meetings

Each team meeting session will be structured as a workshop aimed at addressing specific
informational needs of the Investigation.  The groups will meet quarterly.  Two key workshops
(one for each team) are scheduled for 2003 and 2004.  The 2003 meeting is designated for initial
alternatives; the 2004 session is for advance alternatives.  These meetings will contribute to the
development of the Initial Alternatives Information Report and the Alternatives Information
Report.  Although these meetings are intended for communication team members, they will be
open to the public.  Notification for these workshops will be via a public notice in the local
newspaper of the host city.

Task-oriented groups with a clear purpose and scope explore issues and discuss openly, with
emphasis placed on factual, tangible issues and concerns.  This structure, however, should be
flexible based on the needs of the Investigation and stakeholders.  It is anticipated that these
groups will meet every four months at a location most convenient to attendees.  The timing of
each meeting is set to precede and follow major milestones of the Investigation, which include:

•  Shasta Lake Water Resources Investigation Open House and Public Workshop,

•  Initial Alternatives Information Report,

•  Alternatives Information Report,

•  Draft Feasibility Report, and
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•  Final Feasibility Report.

Goals for these meetings include:

•  Distribution of information to stakeholders,

•  Provide counsel to – and receive feedback from – stakeholders,

•  Receive counsel from – and provide feedback to – stakeholders,

•  Identify key issues and concerns of constituents, and

•  Reach consent to major issues when consensus is impractical.

Communication team membership is open to all interested parties throughout California.  These
teams will seek to include those with expertise in water supply and distribution; water marketing
and exchange; ecosystem restoration; water policy and legislation; local interests; regional
economic impacts; environmental justice and other categories as identified though the public
involvement process and engineering findings of the Investigation.  Members will be recruited
though a variety of means and efforts will be made to ensure sustained participation by each
stakeholder.

Initial members will be identified by the Reclamation, other partner agencies and organizations
with expertise in this field.  Initial recruitment will seek membership within the study area and
statewide.  Recruitment will include utilization of these initial contacts for referral to other
individuals and groups.  This referral process is expected to be on-going throughout the
Investigation.  Other avenues for recruitment will include notification to all stakeholders on the
project database; through the project website; and publicity of the Investigation in the media and
project events.

A critical goal of the communication team meeting is to establish commitment from key
stakeholders to participate throughout the Investigation.  By reaching this goal, the Investigation
establishes and builds consistency in workshop results and provides a platform for agreement on
key issues and meets the needs of the Investigation and stakeholders.

The communication teams will be led by the Project Managers.  To maintain a free flow of
information during these meetings, it will be vital that the Project Managers themselves as a
neutral third-party to the process.  In accomplishing this task, the Project Managers maintain the
role of Reclamation and DWR as conveyers of information for the Investigation.  It will be the
Project Managers duty to manage each meeting through: (1) noticing/invitation, (2) objective
identification, (3) facilitation, (4) development of information materials, and (5) follow-up.

Noticing/invitation

Meeting notification is to include setting up the date, time, and location in coordination with the
PCT and key stakeholders.  It also includes developing and distributing meeting notice via:
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•  News release and/or media advisory,

•  Newspaper public notice,

•  Project Web site,

•  Direct mail, and

•  E-mail.

Objective Identification

Objective identification consist of identifying the meeting topic through discussions with PCT
and key stakeholders.  It also includes identifying meeting goals through discussion with PCT, to
pre-identify key issues and concerns among the PCT and stakeholders, and to develop strategy to
address the issues and concerns.

Facilitation

Meeting facilitation includes the following activities:

•  Convening the sessions on time.

•  Establishing conduct rules for meeting.

•  Briefing attendees on results of prior meeting.

•  Brief attendees on the purpose of current meeting and its actions.

•  Providing non-biased facilitation between PCT and stakeholders.

•  Offering foundation to introduce new, germane topics for discussion at current or future
meetings.

•  Coordinating timing for next meeting.

Information Materials

Information materials includes developing and distributing the meeting agenda and any
supporting information such as white papers or fact sheets.  It also includes note-taking and
visual aid materials.

Follow-up

Follow-up includes briefing the PCT of meeting results and findings, developing
recommendations for further actions to the PCT, and developing and distributing draft meeting
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report to all participants for their review.  It also includes distributing final meeting report via the
Project Web site and through E-mail to entire database.

Timeline

Table 2 is a suggested schedule of tasks for each of the meetings.

TABLE 2
COMMUNICATION TEAM MEETING TIMELINE

Task Task Occurrence Relative To
Meeting

Determine information needs of PCT and stakeholders. 4 Weeks Prior
Set up meeting location.
Coordinate meeting date and location with key stakeholders and
PCT, and determine attendance levels.

4 Weeks Prior

Draft meeting agenda and invitation notice, and submit to PCT for
approval.

4 Weeks Prior

Develop briefing materials in collaboration with PCT. 4 Weeks Prior
Receive approval of agenda and invitation. 3 Weeks Prior
Print and mail meeting notice and agenda to stakeholders. 3 Weeks Prior
Submit briefing materials to PCT for approval. 3 Weeks Prior
Receive approval of briefing materials. 2 Weeks Prior
Develop PowerPoint slide show (based on briefing materials) and
submit to PCT.

2 Weeks Prior

Print and mail briefing materials to stakeholders. 2 Weeks Prior
Receive approval of PowerPoint slide show. 4 Days Prior
Printed briefing materials and agendas for meeting. 3 Days Prior
Project Managers and select PCT members rehearse meeting.
Facilitation meeting, take notes, and perform other tasks. Day of Meeting
Compile and submit meeting minutes to PCT for approval. Day 2 Post Meeting
Receive approval of meeting minutes. Days 3 and 4 Post Meeting
Posted meeting minutes to project Web site. Day 5 Post Meeting
Print and mail meeting minutes to Tribes. Day 6-8 Post Meeting

TRIBAL COMMUNICATION STRATEGY
The United States has an Indian trust responsibility to protect and maintain rights reserved by or
granted to Indian tribes or Indian individuals by treaties, statutes, and executive orders,
sometimes further interpreted through court decisions and regulations.  This trust responsibility
requires that all Federal agencies, including Reclamation, take all actions reasonably necessary to
protect trust assets.

The goal of this communication strategy is to achieve effective outreach and meaningful tribal
participation, resulting in Federally-recognized tribes participating in an informed decision-
making process regarding the effects of the Investigation on their respective resources, assets,
and members.
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Objective

The objective of this Tribal Communication Strategy is to establish and maintain
communications between Reclamation and Federally-recognized Indian tribes (tribes) in a
manner that provides tribes the opportunity to participate in Reclamation’s decision-making
process.  Ensuring early tribal participation is considered an integral step in framing positive
future government-to-government relations with Tribes.

This strategy is consistent with (1) Executive Order 12898: “Federal Actions to Address
Environmental Justice in Minority Populations and Low-Income Populations,” (2) the
President’s April 29, 1994, memorandum regarding the engagement of Federally recognized
tribal governments in the planning and development of projects, and (3) the United States trust
responsibility to Indian tribes.  As stated in Executive Order 12898, Native Americans are to be
included in the context of minority populations; therefore, non-Federally recognized tribes will
be included in stakeholder outreach efforts.

This Indian trust responsibility requires Reclamation to consult with tribes whenever Federal
plans or actions affect Tribal Trust Assets, resources, or tribal health and safety (see DOI Manual
Part 512, Chapter 2).  If consultation becomes necessary, this strategy will ensure that the tribes
were afforded the opportunity to be involved in the process leading to consultation.

Description

Because the Federal Government has a responsibility to protect Tribal Trust Assets, careful
consideration must be given to tribes’ views regarding potential impacts. Communications with
tribes will mirror the stakeholder process; however, communications with tribes shall be separate
from those with stakeholders.  Moreover, stakeholders and tribes will have access to the same
information and have the same opportunities to provide input and to assist Reclamation in
understanding potential impacts.

Tribal governments believed to be potentially interested are the Alturas Rancheria, Pit River
Tribe (includes Montgomery Creek, Big Bend, Burney Tract, Roaring Creek, Lookout, Likely,
and XL Ranch bands), and Redding Rancheria.

Formal consultation will be initiated if it is revealed that a tribal trust asset is potentially
impacted.  Formal consultation will consist of Reclamation managers and elected members of
tribal councils or the tribal chairperson meeting in a government-to-government forum.  Formal
consultation is not included as part of the Tribal Communication Strategy; however, if the event
that formal consultation is initiated, it is anticipated that ongoing communications will continue.

It is the responsibility of Reclamation to determine if Tribal Trust Assets may be impacted and,
if so, to inform the affected tribe(s); however, it is anticipated that, through the implementation
of this communication strategy, tribes will assist Reclamation in determining if Tribal Trust
Assets are going to be impacted.
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Communication Tool Box

Initial contact with potentially interested tribes will be by letter to tribal chairpersons. The letter
will suggest scheduling an initial informal meeting and include a proposed agenda.  Phone calls
will be made to confirm receipt of the letter.

While each tribe will determine how they would like to participate, Reclamation will seek to
schedule a joint Tribal meeting to encourage informal discussions.

As previously stated, informal discussion meetings with tribes will mirror stakeholder meetings.
Tribes will receive the same information and have the same opportunities to participate in
discussions they see as pertinent to the Investigation.  Meeting formats will be coordinated with
tribal representatives; however, it is anticipated that meetings will be facilitated, informal
discussions.  An agenda and information packet will be prepared for each meeting.  Agendas will
be distributed prior to meetings and, if possible, information packets will be supplied in advance.

It is anticipated that potential impacts may be identified throughout the Investigation.  It is also
anticipated that, through these ongoing discussions, resolutions to potential impacts can be
identified.

These meetings are not formal consultation; however, at any time throughout the process, tribes
can indicate they would like to initiate formal consultation as outlined in DOI Manual Part 512,
Chapter 2.  The goal of each meeting will be to create an open line of communication between
the three Federally recognized tribes potentially impacted by the Investigation and seek tribal
representation in a manner that is consistent with the government-to-government relationship
between the U.S. and tribal governments.

Timeline

Table 3 is a timeline for the set-up of one tribal communication meeting.  It is based on a five-
week timeframe seen as necessary to coordinate each meeting.  The timeline assumes that
introductions have been made to each tribe and a tribal contact has been identified for the public
affairs specialist.
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TABLE 3
TRIBAL COMMUNICATION MEETING TIMELINE

Task Task Occurrence Relative To
Meeting

Determine information needs of PCT and Tribes via telephone. 4 Weeks Prior
Set up meeting location.
Coordinate meeting date and location with Tribes and PCT, and determine
attendance levels.

4 Weeks Prior

Draft meeting agenda and invitation notice and submit to PCT for
approval.

4 Weeks Prior

Develop briefing materials in collaboration with PCT.* 4 Weeks Prior
Receive approval of agenda and invitation. 3 Weeks Prior
Print and mail meeting notice and agenda to Tribes. 3 Weeks Prior
Submit briefing materials to PCT for approval. 3 Weeks Prior
Receive approval of briefing materials. 2 Weeks Prior
Develop PowerPoint slide show (based on briefing materials) and submit
to PCT.

2 Weeks Prior

Print and mail three sets of briefing materials to designated tribal contact,
and provide copy on compact disc and E-mail.

2 Weeks Prior

Confirm meeting time and location with Tribes via follow-up phone call. 4 Days Prior
Receive approval of PowerPoint slide show. 4 Days Prior
Print briefing materials and agendas for meeting. 3 Days Prior
Facilitate meeting, take notes, and perform other tasks. Day of Meeting
Compile and submit meeting minutes to PCT for approval. Day 2 Post Meeting
Receive approval of meeting minutes. Days 3 and 4 Post Meeting
Post meeting minutes to project Web site. Day 5 Post Meeting
Print and mail meeting minutes to Tribes. Day 6-8 Post Meeting
*Each Tribe is to be supplied with up to 10 project binders.  Binders are 3-inch “D” ring, with interior clipboard for note taking.  All materials
for meetings are supplied to Tribes pre-punched for inclusion in the project binders.



Shasta Lake Water Resources Investigation, Mission Statement Milestone Report
California IV–1 March 2003

CHAPTER IV
INFORMATION ELEMENTS

Following is a more detailed description of the primary features to the Information elements
to the Plan Strategy.

STAKEHOLDER DATABASE

Objective

As a study with potential statewide interest, a comprehensive stakeholder database will be
necessary for successful completion of the Investigation. Within this task, the public affairs
specialist is to research, identify and qualify those individuals, groups and other entities that
have an expressed or implied interest in the enlargement and/or operation modification of
Shasta Dam.  No individual, group or entity is to be excluded from participation in the
Investigation.  This includes the program’s compliance with Executive Order 12898:
"Federal Actions to Address Environmental Justice in Minority Populations and Low-Income
Populations."  Stakeholder identification will persist throughout the Investigation and will
utilize appropriate Internet technology to collect stakeholder information efficiently and
effectively.

Description

The stakeholder database will be entirely web-based, and located on the local servers of the
Reclamation.  All stakeholders are invited to enroll on the website.

Enrollment materials will also be available to those without internet access.  This would
include information materials provided at public libraries, local partner agencies, study
events and meetings.  The database is to be managed by the PCT.  The database structure
would allow searches by any data entry field and allow managers to export searches to
mailing labels, bulk E-mail or as a flat file for merging with spreadsheet software, such as
Microsoft Excel.

Stakeholder identification will be a tiered approach based on interest area and geography.
The goal of this approach is to identify individuals, groups and entities that are most likely to
participate in the program.  The statewide media list for this effort is included as part of this
guide’s media relations component.  The three-tiered approach include (1) expressed interest,
(2) implied interest, and (4) general interest.

Expressed Interest

The expressed interest group are individuals, groups, and entities that have been previously
involved with studies at Shasta Dam; have programs or operations that can materially
contribute to the Investigation; would be directly affected by enlargement or re-operation of
Shasta Dam; and/or have requested briefings of the PCT.  This group is the first priority of
the stakeholder database program.  These groups would be identified through existing
databases at Reclamation, DWR, CALFED and other partner agencies.  Subsequent additions
to the database would be developed through targeted interviews with major stakeholders to
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gather referrals to other groups likely to participate.  Once this list is assembled, it is
recommended that they are contacted via direct mail and E-mail to alert them of the
Investigation’s status and request involvement by registering on the project database.  Initial
agencies/organizations to be contacted for this outreach include:

•  Conservation/Environmental

- McCloud River CRMP

- Pitt River CRMP

- Upper Sacramento River
Exchange

- Friends of the River

- California Trout Inc.

•  Water Groups and Associations

- Association of California Water
Agencies

- Northern California Water
Association

- State Water Contractors

- CVP Water Users

•  Government Agencies

- CALFED

- DWR

- FWS

- California Department of Fish
and Game

- Bureau of Indian Affairs

- U.S. Forest Service

- Bureau of Land Management

- California Department of
Transportation (CALTRANS)

- National Marine Fisheries
Service (NMFS)

Implied Interest

Implied interests are individuals, groups, or entities that have been active in similar
programs; reside in the study area but are not directly affected by enlargement or re-operation
of Shasta Dam; and/or have members potentially interested in study results.  This group is the
second priority of the database program.  Development of this database will come from many
areas including internet research, project publicity, purchase of databases and other avenues.
The intent of this effort is to contact those major groups and organizations whose actions or
members could have interest in study results.  This would include:

•  Regulatory

•  Water supply

•  Water reliability

•  Ecosystem restoration

•  Wildlife

•  Fisher

•  Municipal infrastructure

•  Cultural assets
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•  Conjunctive Use •  Land owner/lease holder

Identifying stakeholders within these groups leads a database with statewide coverage.
Initial agencies/organizations to be contacted for database development include:

•  Conservation/Environmental

- The Nature Conservancy

- Audubon Society

- Environmental Justice Coalition
for Water

- Sierra Nevada Alliance

- Recreation organizations

•  Government-related

- State/Federal elected officials

- County Legal Aid

- California State Association of
Counties

•  Community interest groups

- Homeowners associations

- Community Service Districts

- Area civic organizations, e.g.
Kiwanis, Lions, Rotary

- Area chambers of commerce

- California Farm Water Coalition

- California Farm Bureau
Federation and county offices

•  Water

- California Municipal Utilities
Association

- League of California Cities

General Interest

The general interest group are those individuals, groups, or entities that have cursory interest in
the study from various perspectives (such as water marketing trends, tourism and structural
engineering).  These groups are anticipated to gravitate to the program following publicity of the
study in the media and through word-of-mouth.  Efforts to assist this group become informed and
involved in the program include the web-based database, media relations and registration of the
project website on major search engines.

Other Resources

When assessing development of the database, it is often useful to understand the economic and
population of the targeted region.  Included in Attachment A is a breakdown of all counties
within the Sacramento and San Joaquin Valleys.  All information is taken from the 2000 U.S.
Census Bureau report.
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WEB SITE

Objective

The rapid adoption of the Internet by agencies and the public has provided an invaluable tool for
reaching a broad audience quickly and cost effectively.  The project website for the Investigation
will promote understanding and involvement in the Investigation through a comprehensive web
portal.  As such, the project Web site is the hub of information distribution and the reception of
information necessary for successful completion of the Investigation.  By populating the site with
comprehensive information related to the study, the Reclamation reinforces its commitment to
project transparency.

Description

The project website is to employ the latest technology, including web publishing, on-line
database and E-mail.  Site development will be managed by the public affairs specialist, with site
development, design and programming provided by Reclamation.  The site and its related
database functions will to be housed on Reclamation servers.

Key categories planned for the site include:

•  SDFS Home

•  About SDFS

•  Stakeholder Involvement

•  Calendar of Events

•  Information Resources

•  Media Room

•  Links

•  Contact Us

SDFS Home

The SDFS Home page will consist of the project name, logo, key navigation links and a brief
introduction based on the project mission statement.  Content that can be unique to the home
page include:

•  Meeting Alert: Contains the date and location of next project meeting, with a link to the
project calendar.

•  Investigation Forum: Poses a question or statement from the study team and a response from
a stakeholder.

About SDFS

This section is the central location where visitors learn about key details of the Investigation, its
authorization and its potential impact on the state’s water system.  A brief introduction stating
the main purpose and mission of the Investigation introduces the section and various sub-pages.
Content held within this section is to include:
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•  Study Authorization

•  Study Objective

•  Study Schedule

•  Study Area

•  Study Tour (photo tour of study area)

•  Fast Facts

•  Project History

•  History of Shasta Dam

The Study Schedule will be a graphic representation of the project timeline.  Each section of the
project timeline is clickable.  Once clicked, the item pops up in a small browser window
containing information on (1) project name, (2) one paragraph project description, (3) projected
date of completion, and (4) e-mail address of project managers for more information.

Stakeholder Involvement

This section introduces the public involvement process and its role in the Investigation.  It will
include a brief description of the communication teams and the tribal Communication program.
Prominent on this page is a link for visitors to enroll in an on-line database (see
www.compstudy.org) for example.  Visitors will also be given guidelines in how to join a
communication team.  Content this section will include:

•  AIR Com Team

•  WSR Com Team

•  Tribal Communication

•  Project Coordination Team

•  Study Management Team

Calendar of Events

The project calendar is to include all public involvement opportunities, as well as internal
deadlines for key milestones.  The format should mimic a paper calendar, with each month
clickable for more information.

Information Resources

This section consolidates all key public documents for visitor download.  This is to including
white papers, brochures, newsletters, reports and other information.  An E-mail address will be
provided for visitors to request paper copies of brochures and newsletters.  A link to the database
enrollment page will also be included.
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Media Room

The media room will consolidate all news releases, fact sheets and media advisories related to
the project and will include high resolution digital images for media download and reproduction.
Phone and E-mail addresses for the Project Managers and public affairs specialists will be
provided.

Links

The links page will connect visitors to other websites for more information about the lead
agency, partner agencies, and other appropriate sources for information.  Inclusion of these links
will be voluntary and reviewed by the PCT prior to addition to the site.

Contact Us

This page will highlight E-mail addresses of the Project Managers and its public affairs
specialist.

Site Development Guidelines

The above categories serve as the primary menu for all pages on the website.  Like brochures,
newsletters and news releases, the project website should use terms understandable to the lay-
audience.  It should also provide an environment designed for simple navigation.  General
guidelines to be used for development of the site include:

General Format/Programming

•  Despite growth in high-speed internet service, the site should be designed to quickly load on
a computer connected to a dial-up internet service provider.

•  Pages should be designed to scale to all browser window sizes, with minimum width set to
800 pixels.

•  Non-proprietary html programming should be employed to ensure that the site can be viewed
on all Internet browsers.

•  Unless provided as a graphic image, non-traditional type fonts should be avoided.  Generally
universal fonts for web publishing are Arial and Times New Roman.

•  Only universal web colors are to use in site graphics

Navigation

•  Major content areas are to be included on all pages.

•  A link to the home page must be prominent on all pages
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•  A navigation string should be visible to visitors at all times, i.e., Home>About SDFS>Project
History

•  Links to pages outside of the project website jump to a new browser window

•  Links within pages should be limited to four clicks, with five as the maximum.  (If a section
requires more than five clicks, consider breaking the content into two sections.)

•  Navigation links are to be replicated at the bottom of each page as simple text links.  (A
unique link in this section is to be a link to “PCT Log-in.”)

•  Within each sub-page will be links to meeting minutes and to the project calendar.

Content

•  In addition to utilizing lay terms, text content should be specific.

•  Limit use of jargon and acronyms.  If utilized, provide a link or glossary.

•  Links to documents should be noted to the file size, file type and the date of upload.

Evaluation

•  Site evaluation is to be based on monthly visitor tracking reports.  This report is to track, in
part, visitor frequency, duration of visit, most popular pages, least popular pages and most
common point of exit from the Web site.

BROCHURES

Objective

The project brochures are designed to spur agency and public involvement by delivering
forward-looking statements related to the Investigation.  These statements are designed to
convey the overall intent of the Investigation through explanation of how each milestone
contributes to the overall objective.  Accomplishing this task results in a document whose
content is evergreen and, therefore, suitable for distribution during advanced stages of the
Investigation.

Description

Two project brochures are planned for the Investigation in 2003 and 2005 (see Figure 1).  Each
document will be written in layperson’s terms and feature a four-color cover and up to four one-
color interior pages.  The finish size will be 8 ½ by 11 inches.  An electronic version in Adobe
PDF will be created for inclusion in the project website and other forms of electronic
distribution.
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As with other informational materials provided for the Investigation, the brochure is to be written
in lay terms and devoid of industry jargon or acronyms.  It will be drafted for a wide audience of
diverse interests and seek to touch on the unique interest area of stakeholder groups.  Both
documents are to be of similar design for consistency and for cost-effectiveness.  Common
elements for both documents are:

•  Project name and logo

•  Study Status

•  Project schedule

•  Key project contacts

•  Tear-out comment card

•  Project Web site address

Suggested content for the 2003 brochure includes:

•  Scope to accomplish the feasibility study

•  Environmental (NEPA/CEQA)
requirements

•  Potential Concept Alternatives

•  Agency and public involvement
opportunities

•  Communication Teams

•  Tribal Communication

•  Workshops and public meeting schedule

•  PCT and SMT descriptions

The 2005 issue will be published following public review of the Draft Feasibility Report and just
before release of the Final Feasibility Report for Washington level review.  This brochure is to
be a companion piece to the Final Feasibility Report.  Content anticipated for this brochure
include:

•  Executive summary by the Project Managers.

•  Alternatives considered.

•  Tentatively selected plan.

•  Statement from project sponsor or sponsors (if identified).

•  Stakeholder quotes.

•  Description of key recommendation.

•  Review of key steps that contributed to the final report.

•  Potential design and implementation schedule.

•  Proposed public involvement schedule with project implementation.
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Timeline

Table 4 shows an estimated timeline for publishing a brochure for the Investigation.  This
timeline represents an 8-week production window necessary to develop, edit, print and distribute
each issue.

TABLE 4
PROJECT BROCHURES TIMELINE

Task Task Occurrence Prior To
Brochure

Review overall goal, editorial calendar, and targeted publication date. Week 8
Submit detailed editorial calendar for approval. Week 8
Receive approval for editorial calendar. Week 8
Perform interviews for article development. Week 7
Submit first draft of articles for PCT review. Week 6
Identify and collect photographs, illustrations, and graphics. Week 5
Edits of first draft due back from PCT. Week 5
Submit photographs, illustrations, and graphics for client approval. Week 4
Submit second draft for PCT approval. Week 4
Create brochure mock-up design. Week 3
Submit brochure mock-up for PCT approval. Week 3
Approval of brochure mock-up due from PCT. Day 14
Receive approval of mock-up edits and mailing list from PCT. Day 12
Send final draft to printer. Day 10
Receive approval of blue line edits. Day 8
Print brochures. Days 1-7

NEWSLETTERS

Objective

Newsletters, in conjunction with the brochures and website, set a face and tone for the
Investigation and potential project.  Project newsletters are written and designed to inform and
spur interest from known and potential stakeholders, and other interested parties.  The primary
objective is to stimulate public participation in project events – open houses, workshops and
other project events – and distribute key information through clear and compelling reports of the
Investigation.

It is the newsletter editor’s responsibility to consider the audience when reporting on the
Investigation.  To maintain project transparency all newsletters should be void of highly
technical data and industry jargon.  Key issues should be linked to subjects and ideas the general
public can understand and appreciate.  This does not preclude the addition of detail considered
valuable to a technical audience.  Full reports and technical information will be made available to
those desiring additional information.  Newsletters will serve as part of the study record at the
end of the process, demonstrating the public involvement and agency response.

Description

It is currently estimated that five newsletters will be issued strategic points during the
Investigation.  The schedule for each issue is included in Figure 1.  Each issue will promote an
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understanding of, and feedback to, the public involvement process.  The tri-fold newsletter will
be printed in two-colors on 8 ½ by 14 paper.  An electronic version in Adobe PDF will be
created for inclusion in the project Web site and other forms of electronic distribution.
Reoccurring content of each newsletter is to include:

•  Project logo

•  Project name and mission statement

•  Project website address

•  Tear-out stakeholder response card

•  Contact information for key PCT and SMT members

•  Investigation Forum

The newsletters will be distributed to those enrolled in the project’s web-based database, and at
program event, and will be sent to decision and policy-makers.  The Investigation Forum element
is intended as an on-going questionnaire, or survey, of stakeholders.  Responses not printed in
future newsletter issues will be published on the project website.  Following is the estimated
content for each of the identified newsletters.

Newsletter #1

As the project’s introductory and update newsletter, this debut issue will be the readers’ entrée to
the Shasta project.  The feature article will focus on the status of the Investigation and its
relevant history.  Other key elements may include:

•  Background

•  Project/public meeting timeline

•  Description of communication teams

•  Description of the PCT and SMT

•  Major upcoming events

•  “How to become involved” article

•  Brief biographies of Project Managers
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Newsletter #2

This newsletter’s main feature is a wrap-up story on the results of the Scoping public meeting.
Other suggested content includes:

•  Report on Communication Team meetings.

•  Notice of pending Initial Alternatives Workshops for Communication Team members.

•  How to become involved in the Communication Team.

•  Description of the Tribal Communication program of the Study Management Team.

Newsletter #3

This issue is to focus on promoting the pending distribution of the Alternatives Information
Report and the Advance Alternatives Workshops.  Other suggested content includes:

•  Brief profile on Alternatives (suggest a mix of PCT and stakeholder-suggested alternatives)

•  Information on upcoming Draft Feasibility Report to Public and Agencies

•  Report on key policy issues affecting the Investigation

Newsletter #4

This newsletter will feature a report on the Draft Feasibility Report and encourage attendance of
public meetings during the 90-day public comment period.  Other suggested content includes:

•  Report on known data gaps in draft report.

•  Information on Tentatively Selected Plan.

•  Report on key data sets known to have high sensitivity to stakeholders.

•  Future actions.

Newsletter #5

This issue is a report following the close of the public review process and is exclusively devoted
to its results.  Suggested content is to include:

•  Excerpts from the public meeting.

•  Information on Selected plan.
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•  Photos from the public meeting.

•  What happens next report.

•  Future actions.

Other Information

Other information that could be included in any issue, depending on events at the time of
publication, are:

•  List of information and audio-visual materials and where they are available to the public.

•  Articles on new developments in the study.

•  Stories on people:  staff, citizens, and officials who are working on various aspects of the
study.

•  Reports on the public involvement activities and how to join them.

•  Feature articles on major issues in the study; the most common questions asked by the public
(with official answers), or the primary concerns of officials or others.

•  Highlights of major issues and events.

•  Columns written by Advisory group members and Letters to the Editor.

•  Public comments and Planning Team responses.

•  Photographs: location and people-specific.

Study associates will review each issue prior to publication.  If possible, members of the SMT
will review the draft.  Review criteria will include readability, clarity, timeliness, accuracy, and
public interest.  The feedback questionnaires and letters to the editor will provide evaluation to
the newsletter by its readership.  Following are a general set of guidelines to be followed for each
of the newsletters:

Things to Avoid

Newsletter editorial guidelines include avoidance of:

•  Insider’s shop talk, technical terminology, professional jargon;

•  Abbreviations unless it is particularly awkward not to do so, and then always provide an
explanation;
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•  Long lists of names;

•  Out-of-date news or information;

•  Articles longer than a half-page;

•  Printing pictures of the same people repeatedly;

•  Inadequate or incomplete ground rules for guest authors;

•  Biased information;

•  Promoting individuals instead of the study; and

•  Long and complex sentences.

Things to Keep in Mind

Newsletter editors will, however:

•  Use conversational English and short declarative sentences.

•  Simplify, writing materials for an 8th grade reading level.

•  Use comparisons rather than technical terms to communicate a point.

•  Provide review by lay people.  Any informational piece is likely to be much better if it is
reviewed by someone who has not been technically involved, to assure the text is
understandable.

•  Ensure that the newsletter production process is going smoothly; the articles, graphics, etc.,
are being developed in a timely manner; the news is still fresh by the time it’s printed.

•  Ensure that the tone of the newsletters convey an open attitude and sincere wish to hear from
the public.

•  Ensure that the newsletter articles stimulate phone calls, letters, and returned response forms,
and if so, that the comments received are relevant and useful to the study.

Timeline

Table 5 shows a timeline for publishing one newsletter for the Investigation.  This timeline
represents an 8-week production window necessary to develop, edit, print and distribute each
issue.  It is based on the consideration that the newsletter format has already been established.
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TABLE 5
NEWSLETTER TIMELINE

Task Task Occurrence Prior to
Newsletter

Review overall goal, editorial calendar and targeted publication date Week 8
Submit detailed editorial calendar for approval Week 8
Editorial calendar approval Week 8
Interviews for article development Week 7
First draft of articles submitted for PCT review Week 6
Photographs, illustrations and graphics identified and collected Week 5
Edits to first draft due back from PCT Week 5
Photographs, illustrations and graphics submitted for client
approval

Week 4

Second draft submitted for PCT approval Week 4
Newsletter mock-up design Week 3
Newsletter mock-up submitted for PCT approval Week 3
Newsletter mock-up approval due from PCT Day 14
Submit mailing list database to PCT for approval Day 14
PCT approval of mock-up edits and mailing list Day 12
Final draft sent to printer Day 10
Blue line edit approval Day 8
Printing Days 3-7
Newsletter delivered to mail house for first-class bulk rate mailing Day 2
Newsletter mailed Day 1

MEDIA RELATIONS

Objective

Media relations for the Investigation recognizes that the news media is an outreach conduit to
stakeholders, policy makers, decision makers and the general public.  Our primary objective is to
create, build, and maintain high public awareness in the Investigation, as well as drive public
participation in project events, such as open houses, workshops and other events.

Media relations further addresses an important role in meeting the Investigation’s Federal public
outreach requirements, as outlined by the National Environmental Policy Act, necessitating
reasonable and adequate public noticing of all public meetings. The news media is generally
accepted as the most effective and efficient method for public noticing.

The bulk of media relations activities will focus placement of un-paid program publicity and is
chosen over paid advertising for two key reasons – public perception and cost-effectiveness. Un-
paid program publicity will include articles suggested by the public affairs specialist to the media
outlet’s reporters and editors as news.  The resulting article is, therefore, a third party
endorsement of the program.  Moreover, the media relations program will target those reporters
and/or media outlets whose articles are often picked up by the wire services.  The opportunity for
repetitive “hits” of one article picked up by the wire services is proven more cost-effective – per
column inch – than statewide paid advertising.
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Description

To maintain public awareness of the Investigation, media relations activities must persist
throughout the program.  It is recommended that the program designate two individuals – the
Project Managers and the its public information specialist – as primary media contacts.
Supporting these spokespeople will be members of the PCT, with particular emphasis on the
public relations specialist (see Communication Protocol below).  By designating two key
spokespeople, the program will have a consistent point of contact for all media outlets and a
consistent message.

Each of the tactics listed below are designed to inform local, regional and statewide media
outlets for the Investigation and provide the tools and resources for members of the PCT to build
relationships with individual reporters and editors.  By building relationships, the Investigation
gains a stronger opportunity for consistent accurate reports as well as the opportunity for the
PCT to respond to false or misleading information before the content is released to the public.

The media relations program has six key areas: (1) Tier-One Activities, (2) Tier-Two Activities,
(3) Rapid Response, (4) Editorial Board Briefing, (5) Opinion/Editorial, and (6) Media Relations
Resources.  Following is a description of each area.

Tier-One Activities

Media relations activities will have three peak periods of statewide outreach during the
remainder of the feasibility study (see Figure 1).  They include (1) Commencement of the
Scoping Process, (2) Release of the Alternatives Information Report, and (3) Release of the Final
Feasibility Report.  During the Scoping Process, the media will be engaged on two levels.  The
first level is informational, while the second is primarily analytical.  On an informational level,
the media output is factual articles and calendar listings about the project and public meeting
schedule, and will be generated by news releases, calendar/event advisories and persistent
follow-up via phone and E-mail.  This level of engagement by the media is purely factual,
completely remiss of editorial and opinion activities for the PCT.

The second level of media relations that will take place during the scoping process requires a
more in-depth effort from the media. On an analytical level, the media relations efforts will seek
to build relationships with key reporters in the region.  Targeted reporters will be those
specializing in a category relevant to the Investigation, such as water.  This strategic-level work
often results in placement of in-depth articles that are picked up by the wire services for
statewide publication.

The media relations processes to be implemented prior to release of the Alternatives Information
Report and Final Feasibility Report are very similar to the Scoping Process.  The informational
level of engagement will take place in much the same fashion as described above.  However, the
analytical level may require more preparation in the event that the project has generated a vocal
opponent.
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Tier -Two Activities

There are other project milestones, or phases, that warrant media relations activities, but on a
more scaled-down level.  For the Shasta Lake Water Resources Investigations these include
release of the Initial Alternatives Information Report and release of the Draft Feasibility Report.
These phases are to inform the media on a purely informational level, through a general media
advisory and posting of information on the project Web site. It is anticipated that only those
reporters who specialize in water issues and those within the immediate study area will report on
these draft documents.  Most media outlets beyond the immediate study area will likely wait
until a final document is released.

Rapid Response

Due to the nature of the Investigation, it is anticipated false or misleading information may be
reported by the media.  These instances typically occur as a result of reporter error or inaccurate
information provided to the media by a person not part of the PCT.  A media monitoring
program will be initiated to track and respond to false and misleading information.  This
monitoring will include review of media outlets in the study area and major metropolitan
regions.  This is to include subscription to a clipping service, on-line research and regular contact
with reporters.

The response to false and/or misleading information related to the project will depend on the
nature of the error, when it was published and whether it is a topic under development by the
reporter.  In generally, the determination and response to false or misleading reports by the
media should be addressed within 48 hours of when they were discovered.

•  False Information - Any published information damaging to the Investigation will be
responded to immediately following briefing by the Project Managers, its public information
specialist and other subject matter experts.  Correction action includes a call to the reporter
and/or editor and a written request as follow-up.  How the media responds is, of course, up to
their discretion.  Efforts will be made, however, to convince the media outlet to issue a
correction in a manner best fitting the circumstances.  If the report is particularly erroneous and
damaging to the Investigation, it may be necessary to take further steps, up to requesting
republishing of the article.  The determination to pursue this step is to be based on thorough
review by the Project Managers in consultation with the PCT.

•  Misleading Information - Because of the complex nature of the Investigation, it is
anticipated that misleading information will be published.  Unlike when false information is
published, not all misleading information can or should be pursued for retraction.  In general,
misleading information that has a material impact on public perception of the Investigation will
be addressed.  This will include a call to the reporter by the Project Manager or its public affairs
specialist.  Results may include:

- No response

- Printed correction
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- Immediate follow-up article

- Assurance of clarification at a later date

Editorial Board Briefing

Strategically, editorial briefings are pursued in an effort to:

•  Inform editorial staff of the program beyond data gathered by staff reporters.

•  Correct continued errors and/or omissions in coverage by reporting staff.

•  Garner editorial support/endorsement of the Investigation.

•  Build relationship with editorial staff.

These briefings are to be arranged by the public affairs specialist and attended by the Project
Managers.  In scheduling these sessions, the public affairs specialist is to supply to the Project
Managers a briefing on the targeted publications.

•  Structure of the Editorial board.

•  Historical coverage of issues related to the Investigation.

•  Recommended talking points/objectives for the editorial briefing.

•  Comprehensive briefing kit.

Opinion/Editorial

Opinion/editorial activities for the Investigation will include proactive and reactive development
of articles and letters to the editor.  Opinion articles are 500 to 750-word essays on a selected
topic, while a letter to the editor is a focused response to a prior letter or a recently published
news article.  Opinion/editorial activities will be geared to highlight certain milestones of the
Investigation.

•  Proactive Opinion/Editorial - Proactive activity is divided into two key areas: project
milestones and on-going outreach.  Either activity is intended for the article’s author to be a
member of the stakeholder community actively involved in the Investigation.  These articles
would be authored by the signatory, or developed with assistance from the public affairs
specialist.

- Project Milestones – Prior to release of the Alternative Information Report and the
Final Feasibility Report, the study team will work with key members of the communication
teams for the development of opinion articles.  These articles are to reflect the author’s viewpoint
of the milestones and their position on future action.
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- On-going Outreach – A regular opinion article will be developed for distribution to
media outlets to maintain stakeholder awareness of the Investigation.  These articles are based on
new information developed by the Investigation, or on a topic fitting to a selected newspaper’s
editorial calendar.  These articles are written by the PCT, a member of the communication team,
high-level Reclamation managers or area legislator.

- Re-Active Opinion/Editorial - Re-active activities are in response to an opinion
article or letter to the editor containing information false or misleading to the scope of the
Investigation.  The response – decided upon by the project manager and public information
specialist, and authored by a subject-matter expert – sets the record straight based on the proven
facts.

Media Relations Resources

To achieve the objectives set forth in the Plan, a communications protocol will be followed.  The
purpose of defining this protocol is to maintain a consistent point of contact for the media for
distribution of accurate and timely data related to the Investigation.  The primary points of
contact for the Investigation include (1) the Reclamation and DWR Project Managers and key
spokesperson, (2) Reclamation and DWR public information department, and (3) other
representatives as designated by the Project Managers and public information offices.

The media will be informed of these points of contact via an information postcard to reporters
and editors.  The postcard will include direct phone, fax, E-mail and office hours.  When any of
the points of contract respond to a media inquiry they will notify the other two members
immediately.  Information to be collected from the reporter is to include the answers to the
following questions:

•  Are the reporters working on a particular story?

•  What is the story about?

•  What is the deadline?

•  Who have they spoken with already?

•  What specific information are they interested in?

During the response to the media, a member of the points of contract will issue an advisory to the
PCT.  The advisory outlines the above bulleted points and reminds members to notify the points
of contract they are contacted by the media.

•  Media Lists - The media list is the heart of the media relations program.  The lists for the
Investigation, as described below, will contain the basic contact information, notes on “how” the
reporter likes to be contacted (i.e., via E-mail, phone, fax) and notes from recent conversations
with the reporter, and references to prior articles written by the reporter.
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A list of reporters as of January 2003 is included in the Outreach Support Information of
Attachment B.

•  Media Kit - The Investigation media kit will answer the basic questions of, “Who, What,
When, Where, Why” and will provide provides added detail tailored to the recipient. The kit will
include the current project news releases and advisory, fact sheet, frequently answered questions
and other pertinent information.  Historical news releases can be included as appropriate.  All
materials released to the media will adhere to Associated Press guidelines.

The left side of the media kit folder generally contains the Investigation’s basic information. This
is to include a one-page, bulleted project fact sheet, and a list of available spokespeople, a project
map, a project timeline and/or public meeting schedule and other pertinent information.  If a
project brochure has been created, this piece should go on top of the project fact sheets.

News releases and news advisories will be made when there are major study milestones.  It is
believed that for the Shasta Lake Water Resources Investigation that these occurrences will be at
minimum upon (1) commencement of the NEPA/CEQA Scoping Process, (2) release of the draft
Feasibility Report, and (3) release of the Final Feasibility Report.

News releases will be distributed to all media in whatever manner they have deemed desirable
(as defined by the media database).  The public affairs specialist will make follow-up calls to the
entire list.  Notes will be made as to when the story may run and clips of reports will be
distributed to the PCT.

•  Website News Bureau - The website news bureau provides support to general media
relations activities.  The Media Room on the Investigation website will allow reporters and
editors to access information as needed.  The area will include media kit content, plus additional
materials, such as high resolution photographs of the study area.

Timelines

Tables 6 through 9 provide the estimated timelines for accomplishment of the various media
relations actions.  Table 6 is the timeline for preparing and meeting with a select Editorial Board,
producing a positive media outcome.  This timeline is proposed to happen two times in three
locations throughout the study, for a total of six times.  Table 7 is the schedule to prepare and
distribute the Media Kit.  Table 8 is the schedule o secure public and media interest through
dissemination of news releases and meeting advisories.  Table 9 is the timeline for developing
the opinion/editorial over a three week time frame.
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TABLE 6
EDITORIAL BOARD BRIEFING TIMELINE

Task Task Occurrence Relative to
Briefing

Research and qualify need and purpose of editorial board briefing 2 Weeks Prior
Call Editor and secure meeting 2 Weeks Prior
Prepare research notes based on Editor’s opinion/tone 1Week Prior
Overview research material and rehearse 3 Days Prior
Conduct Editorial briefing Day of Briefing
Record briefing notes and conduct follow-up as necessary 2 Days Post Briefing

TABLE 7
MEDIA KIT TIMELINE

TASK Task Occurrence Relative to
Media Kit

Develop media kit outline 5 Weeks Prior
Collect initial data and complete first draft 4 Weeks Prior
Submit first drafts to PCT for approval 3 Weeks Prior
Approval due from PCT 2 Weeks Prior
Complete edits and submit to PCT for final approval 2 Weeks Prior
Print content on project letter head 1 Weeks Prior
Media kits assembled 2-4 Days Prior

TABLE 8
NEWS RELEASE/MEETING ADVISORY TIMELINE

Task Task Occurrence Relative to
Release/Advisory

Identify news release scope and purpose 5 Weeks Prior
Draft news release and submit to PCT for review 4 Weeks Prior
PCT edits to news release due 4 Weeks Prior
News release edits completed and resubmitted to PCT for final approval 3 Weeks Prior
Collect and qualify media list 3 Weeks Prior
Final approval from PCT for release 2 Weeks Prior
Submit media list to PCT for approval 2 Weeks Prior
Distribute news release to print media outlets 2 Weeks Prior
Post news release on project Web site 2 Weeks Prior
Conduct follow-up calls to print media outlets 1 Week Prior
Distribute news release to broadcast media outlets 1-3 Days Prior
Conduct follow-up calls to broadcast media outlets 1-3 Days Prior
Finalize all media follow-up calls 1 Day Prior
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TABLE 9
OPENION/EDITORIAL TIMELINE

Task Task Occurrence Relative to
Article

Identify opinion/editorial scope and purpose, and signatory 3 Weeks Prior
Draft due for PCT for review 2 Weeks Prior
PCT edits due 2 Weeks Prior
Final edits resubmitted to PCT for final approval 7 Days Prior
Final approval from PCT 4 Days Prior
Other Edits as necessary 1-4 Days Prior
Distribute to print media outlet(s) Day of Distribution
Follow-up with Opinion/Editorial editor Day of Distribution
Monitor for pick-up, conduct follow-up calls as necessary As necessary

SPEAKER’S BUREAU

Objective

To build and maintain project transparency, the Investigation will maintain consistent contact
with stakeholder groups.  A comprehensive speakers’ bureau program is an ideal method to
maintain a visible presence in the stakeholder community.  The program is to provide consistent,
timely information to interested parties and groups (including elected officials) to increase
understanding of the Investigation’s purpose, need, activities and opportunities for involvement.
These briefings and presentations will be made upon request and to groups identified by the
PCT.  These groups can range from environmental organizations, city and county officials,
building industry representatives, concerned agencies, Native American Indian tribal
governments, agricultural interests, etc., ensures that interested parties are informed about the
Investigation.

Briefings and presentations will be made throughout the course of the Investigation; however, a
special effort will be made leading up to three project milestones: (1) scoping primarily for the
NEPA/CEQA process, (2) completion of the Draft Feasibility Report, and (3) submission of the
Final Feasibility Report.

Description

The following list includes some of the proposed groups to be given briefings and/or
presentations by the Investigation Team.

•  Building Industry Association

•  Central Valley Flood Control Association

•  The Family Water Alliance

•  Shasta Water Users

•  South Yuba River Citizens League
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•  Middle Yuba River Citizens League

•  National Resources Defense Council

•  California State Association of Counties

•  Sacramento River Preservation Trust

•  Regional Council of Rural Counties

•  Association of California Water Agencies

•  Northern California Water Agencies

•  Association of State Floodplain Managers

•  California The Nature Conservancy

•  The Audubon Society

•  The Sierra Club

•  Sacramento Valley Landowners Association

•  Friends of the River

•  CALFED

•  Great Valley Center

•  Sacramento River Conservation Area (SB1086)

•  Congressional Representatives

•  State Assembly

•  State Senate

•  California League of Cities

•  Association of County Executives

•  Bay Area Alliance for Sustainable Development

•  Speakers Commission on Regionalism
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Before deciding what kind of presentation format will be used for each group, the point of
contact at the organization will be asked what would be most appropriate.  Usually, larger groups
prefer PowerPoint presentations while smaller groups prefer a more informal Question and
Answer set-up.  However, every group is different, and it is important that the PCT present
information in a manner with which the group is most comfortable.

Once scheduled (whether solicited or unsolicited), presentation dates, times, topics and speakers
will be added to the Investigation calendar and master presentations tracking calendar.

While the public affairs specialist is responsible for arranging most presentations, members of
the PCT also may arrange presentations, either proactively or by responding to inquiries.  The
following information will be helpful when arranging a presentation and can usually be obtained
from the person in the organization responsible for scheduling.

•  Who is the audience?

•  How many people are expected?

•  Where is the presentation?

•  When does the meeting start and finish, and when is the presentation?

•  Does the group have specific areas of interest?  What are they?

•  Has the group had a presentation from the Investigation before?

•  Will anyone else be speaking?  Who?  On what topic?

•  What is the typical format of presentations?  How long?  PowerPoint?  Roundtable?  Q&A?

•  Is this a regularly scheduled meeting or a special meeting?

•  What type of AV equipment is available?  (Screen, microphone, table for projector, extension
cords)

•  Do reporters usually attend your meetings?  Which ones?  How long can the presentation be?

•  Can we bring handouts for attendees?

•  Are there any special parking instructions?

•  Would you like a bio of the speaker provided for the introduction?

•  Could we bring sign-in sheets so we can contact attendees at a later date?



Chapter IV Appendix C
Information Elements Strategic Agency and Public Involvement Plan

Mission Statement Milestone Report Shasta Lake Water Resources Investigation,
March 2003 IV–24 California

•  Could you give me directions to the location?

The public affairs specialist will prepare and mail confirmation letters to points of contact at
organizations where PCT members will speak within 48 hours of verbal confirmation.  This
letter will include the date, location, time, topic, speaker, format and estimated attendance.  A
copy of this letter will be sent to the speaker.  Within 48 hours of a presentation, public affairs
specialist will prepare and send a follow up letter thanking the organization for hosting the
Investigation and addressing any follow up items that resulted from the presentation.

Speakers Bureau Formats

Visual Presentations

The Investigation will create a general visual presentation using PowerPoint software, lasting
approximately 20-30 minutes, for the project’s speaking engagements.  This presentation can be
customized for each group and slides can be added or deleted based on the information desired
by the group or available time.  The presentation is to be modified as new information is
available from the Investigation.  If a PowerPoint presentation is going to be used, there are some
logistical considerations to be aware of:

•  Reserve a laptop computer and digital projector by calling the administration assistant.

•  Bring an extension cord and power strip.  See Investigation administration assistant for these
materials.

•  Be sure to ask the point of contact at the organization whether you will have access to
electricity and whether the room can be made dark.

Question and Answer Presentation

This type of presentation begins with a short presentation followed by an extended question and
answer session and discussion.  This format is usually only appropriate for small groups (not
more than 20), unless break-out groups are formed.  General information kits are maintained and
distributed by Reclamation and includes at minimum, (1) Project Media Kit, (2) Most recently
printed newsletter, and (3) Study Brochure.

Additional information, such as PowerPoint printouts, can be included as appropriate. If special
materials need to be created, the speaker should meet with the Project Manager at least three
weeks prior to the presentation.  The Project Manager will determine whether public affairs
specialist support is needed to create the materials.

Timeline

As mentioned, the purpose of the Speakers Bureau is to provide consistent, timely information to
interested parties and groups (including elected officials) to increase understanding of Study
purpose, need, activities and opportunities for involvement.  Table 10 is a timeline for
accomplishing necessary tasks.
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TABLE 10
SPEAKERS BUREAU TIMELINE

Task Task Occurrence Relative to
Presentation

Identify, research and qualify organizations/groups and submit to PCT
for review

5 Weeks Prior

PCT comment to organization report due 5 Weeks Prior
Draft letter soliciting speaking engagements submitted to PCT 5 Weeks Prior
PCT edits to letter due 4 Weeks Prior
Develop draft Power Point presentation and submit to PCT 4 Weeks Prior
Final approval for letter due from PCT 4 Weeks Prior
Letters distributed to organizations 4 Weeks Prior
Follow-up calls to organizations to schedule meeting 4 Weeks Prior
Power Point presentation comments due from PCT 3 Weeks Prior
Meeting schedule developed and submitted to PCT for final approval 3 Weeks Prior
Develop organization-specific content for Power Point presentation and
submit to PCT

2 Weeks Prior

Comments to organization-specific content due from PCT 2 Weeks Prior
Final edits to Power Point completed and submitted to PCT 1 Week Prior
Follow up with each organization prior to speaking engagement to
confirm time, location, equipment, etc.

2 Days Prior

Rehearse presentation 2 Days Prior
Makes presentation and answers questions Day of Meeting
Compile meeting report and submit to PCT 2 Days Post Meeting
Sends thank you note to organization 2 Days Post Meeting

INFORMATION RESOURCES

Objective

How information is conveyed to the stakeholder audience is as much of what is said, but how it
is presented.  As such a standardized format for media resources and other printed materials will
be used.  This format will reinforce Reclamation as project lead.  These resources will be utilized
for numerous outreach efforts, including project correspondence, collateral materials, speaker’s
bureau presentations and others.

Description

The basis of information resources is the establishment of common template.  These are to be
implemented for all outreach vehicles, including visual aids (PowerPoint slide show template,
display boards, maps, charts, etc.), information papers, project letterhead, etc.  Common to all
documents is a project logo, type style selection and page format.  A designated copy editor will
maintain consistent application of information resources templates.  Suggested formats for a
project logo are presented below.  Templates for type style and page formatting are included in
Attachment B.

The project logo for the Investigation will contain images and words that express its purpose and
lead agency.  It will be based on the existing Reclamation format and include a photograph of
Shasta Dam.  Suggested small- and large-format versions of the logo are included in Figure 7.
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These logos will be used to provide flexibility in various printed and electronic media (i.e., news
letters, brochures, presentations, etc.).

Large-Format Logo Example

Small-Format Logo Example

Figure 6 – Suggested Logos Format for the Shasta Lake Water Resources Investigation
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CHAPTER V
PROJECT PERFORMANCE AND EVALUATION TRACKING

Included in the Plan is a task to track and evaluate the success of the public involvement
activities and to modify, if necessary, remaining Plan actions.  Major evaluation criteria for the
Plan include assessing if (1) the public involvement activities are being carried out successfully
and according to plan and (2) the public involvement activities are producing useful information
for the planning process.  Evaluation points to support he major evaluation criteria include:

•  Project Web site tracking (i.e., visitor traffic, enrollment in stakeholder database).

•  Media coverage results (i.e., frequency, advertising values, etc.).

•  Completion of project deliverables to plan.

•  Stakeholder response forms (Web site, public meeting comment cards, newsletter/brochure
reply cards, etc.).

•  Stakeholder surveys and research.

•  Types of evolving issues and concerns and progress for their resolution.

•  One-on-one communication with stakeholders.

Feedback to Reclamation on the public involvement activities and overall status of the Plan will
be provided each month in the status report prepared for the Reclamation Project Manager.
Potential emerging problems and issues as well as suggested corrective actions will be provided
to Reclamation in a Plan Update Report to be prepared every six-months or more frequently as
necessary to insure Plan success.
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CHAPTER VI
SUMMARY OF FINDINGS

The Strategic Agency and Public Involvement Plan for the Shasta Lake Water Resources
Investigation described in this report was developed to guide stakeholder involvement in the
Investigation.  Major topics of the Plan include:

•  Stakeholder Identification – Identify individuals, groups, and other entities that have an
interest in the Investigation.

•  Project Transparency – Insuring information on the activities and results of the
Investigation are provided to stakeholders in a timely and unbiased fashion.

•  Issues and Concerns Resolution – Gaining the awareness of the issues and concerns of the
stakeholders and establishing a mechanism to address these problems early.

•  Sponsor Identification – Building synergies that contribute to successful completion of the
Investigation and identification of potential project non-Federal sponsor(s).

•  Project Implementation – Building a communication network where policy-makers
understand the project including requirements necessary for its implementation.

•  Study Management and Project Coordination Teams – Creation of two project
development teams: Study Management Team - key policy and decision-makers and Project
Coordination Team – resources specialists.

OUTREACH ELEMENTS

•  Public Meetings – At least two general public meetings for formal distribution and reception
of information.

•  Communication Teams – Two communication teams – Area Impacts and Restoration (Air
Com Team); Water Supply and Reliability (WSR Com Team) – will be created or reactivated for
the Investigation.

•  Tribal Communication – Consultation with Federally recognized tribal governments on a
government-to-government basis in the planning of alternatives.

INFORMATION ELEMENTS

•  Stakeholder Database – Development of a stakeholder database populated by stakeholders
to express their preferred interest areas and method of contact.

•  Project Brochure – At least two project brochures to report on alternatives being developed
and other reporting details.
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•  Project Newsletters – At least six project newsletters keyed to major milestones providing
stakeholders opportunities to respond back to the PCT.

•  Web Site – Project Web site to provide project status and other information and stakeholder
response forum.

•  Media Relations – Tactics for enhanced media relations.

•  Speaker’s Bureau – Program for SMT and PCT to present information to affected
stakeholders.

•  Information Resources – Creation of visual aids and other information to support
information dissemination.
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ATTACHMENT A

Central Valley Demography

Shasta Lake Water Resources Investigation, California

Following is a list of pertinent demographic information for use in accomplishing the Strategic
Agency and Outreach Plan (Plan) for the Shasta Lake Water Resources Investigation.
Information is provided for the Sacramento Valley and 11 contributing Counties as followings:

SACRAMENTO VALLEY
Total number of Counties: 11
Total population 2000: 2,642,902
Total average Age: 34.1
Total average Income:  $39,782

•  Butte

•  Colusa

•  Glenn

•  Placer

•  Shasta

•  Solano

•  Sutter

•  Tehama

•  Sacramento

•  Yolo

•  Yuba

Butte County

County Seat: Oroville
Population 2000: 203, 171
Population 1990: 179,604
Countywide Growth 1990-2000: 11.6%
Median Income, household: $31,924
Median Age: 35.8
Housing Units 2000: 85,523
Housing Units 1990: 76,115
* Top 5 Business Categories:

1. Retail Trade 20.2%
2. Educational Services 12%
3. Health Services 10.3%
4. Construction 7.3%
5. Manufacturing durable goods 6.3%
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Colusa County

County Seat: Colusa
Population 2000: 18,804
Population 1990: 15,890
Countywide Growth 1990-2000: 15.5%
Median Income, household: $35,062
Median Age: 31.5
Housing Units 2000: 6,774
Housing Units 1990: 6,295
* Top 5 Business Categories:

1. Agriculture, forestry & fisheries 32.2%
2. Retail trade 14.6%
3. Educational services 8.3%
4. Health services 5.5%
5. Construction 5.4%

Glenn County

County Seat: Willows
Population 2000: 26,453
Population 1990: 24,061
Countywide Growth 1990-2000: 6.7%
Median Income, household: $32,107
Median Age: 33.7
Housing Units 2000: 9,982
Housing Units 1990: 9,329
* Top 5 Business Categories:

1. Agriculture, forestry, & fisheries 22.2%
2. Retail Trade 15.5%
3. Manufacturing durable goods 8.5%
4. Educational services 6.8%
5. Manufacturing, nondurable goods 6.5%

Placer County

County Seat:
Population 2000: 248,399
Population 1990: 172,796
Countywide Growth 1990-2000: 43.8%
Median Income, household: $57,535
Median Age: 38.0
Housing Units 2000: 107,302
Housing Units 1990: 77,879
* Top 5 Business Categories:

1. Retail trade 17.2%
2. Construction 11.1%
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3. Manufacturing durable goods  8.2%
4. Public Administration 8.1%
5. Finance, Insurance, Real Estate 7.9%

Sacramento County

County Seat: Sacramento
Population 2000: 1,223,499
Population 1990: 1,043,645
Countywide Growth 1990-2000: 14.7%
Median Income, household: $43, 816
Median Age: 33.8
Housing Units 2000: 453,602
Housing Units 1990: 417,574
* Top 5 Business Categories:

1. Public Administration 14.1%
2. Retail trade 17.0%
3. Finance, insurance, & real estate 8.1%
4. Health services 7.7%
5. Other professional & related services 7.7%

Shasta County

County Seat:
Population 2000: 163,256
Population 1990: 147,036
Countywide Growth 1990-2000: 11%
Median Income, household: $34,335
Median Age: 38.9
Housing Units 2000: 68,810
Housing Units 1990: 60,552
* Top 5 Business Categories:

1. Retail trade 20.2%
2. Health services 9.1%
3. Construction 9.0%
4. Educational services 8.3%
5. Other professional and related services 7.2%

Solano County

County Seat: Fairfield
Population 2000: 394,542
Population 1990: 330,627
Countywide Growth 1990-2000: 16.2%
Median Income, household: $54, 099
Median Age: 33.9
Housing Units 2000: 134,513
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Housing Units 1990: 119,533
* Top 5 Business Categories:

1. Retail trade 18.8%
2. Public Administration 9.7%
3. Finance, insurance & real estate 8.9%
4. Construction 7.3%
5. Manufacturing durable goods 7.0%

Sutter County

County Seat: Yuba City
Population 2000: 78,930
Population 1990: 61,171
Countywide Growth 1990- 2000: 22.5%
Median Income, household: $38, 375
Median Age: 22.5
Housing Units 2000: 28,319
Housing Units 1990: 24,163
* Top 5 Business Categories:

1. Retail trade 18.2%
2. Agriculture, forestry & fisheries 12.1%
3. Educational services 8.9%
4. Health services 8.9%
5. Construction 7.8%

Tehama County

County Seat:
Population 2000: 56,039
Population 1990: 49,625
Countywide Growth 1990- 2000: 12.9%
Median Income, household: $31,206
Median Age: 37.8
Housing Units 2000: 23,547
Housing Units 1990:
* Top 5 Business Categories:

1. Retail trade 18.6%
2. Manufacturing durable goods 12.2%
3. Agriculture, forestry & fisheries 9.6%
4. Educational services 8.0%
5. Construction 7.6%

Yolo County

County Seat: Woodland
Population 2000: 169,660
Population 1990: 135,940
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Countywide Growth 1990- 2000: 19.4%
Median Income, household: $40, 769
Median Age: 31.4
Housing Units 2000: 28,319
Housing Units 1990: 24,163
* Top 5 Business Categories:

1. Educational services 19.0%
2. Retail trade 15.3%
3. Other professional & related services 8.0%
4. Public administration 7.4%
5. Health services 6.9%

Yuba County

County Seat: Marysville
Population 2000: 60,219
Population 1990: 58,172
Countywide Growth 1990- 2000: 3.4%
Median Income, household: $38,375
Median Age: 31.4
Housing Units 2000: 22,636
Housing Units 1990: 21,245
* Top 5 Business Categories:

1. Retail trade 18.0%
2. Construction 9.1%
3. Construction 9.1%
4. Educational services 8.4%
5. Health services 7.7%

San Joaquin Valley

Total number of Counties: 8
Total population: 2,106,665
Total average Age: 33.4
Total average Income: $38,221

•  Fresno

•  Kern

•  Kings

•  Madera

•  Merced

•  San Joaquin

•  Stanislaus

•  Tulare



Attachment A Appendix C
Central Valley Demography Strategic Agency and Public Involvement Plan

Mission Statement Milestone Report ATT A Shasta Lake Water Resources Investigation,
March 2003 6 California

Fresno County

County Seat: Fresno
Population 2000: 763,069
Population 1990: 667,479
Countywide Growth 1990- 2000: 14.3%
Median Income, household: $34, 725
Median Age: 29.9
Housing Units 2000: 270, 767
Housing Units 1990: 235, 563
* Top 5 Business Categories:

1. Retail Trade 16.2%
2. Agriculture, forestry & fisheries 11.6%
3. Educational Services 9.5%
4 Health Services 8.6%
5. Finance, Insurance & Real Estate 6.4%

Kern County

County Seat: Bakersfield
Population 2000: 661,645
Population 1990: 520,053
Countywide Growth 1990- 2000: 21.4%
Median Income, household: $35,446
Median Age: 30.6
Housing Units 2000: 231, 564
Housing Units 1990: 198,636
* Top 5 Business Categories:

1. Retail Trade 16.7%
2. Agriculture, forestry, & fisheries 9.6%
3.  Educational Services 8.1 %
4.  Construction 7.9 %
5. Public Administration 7.4%

Kings County

County Seat: Hanford
Population 2000: 129,461
Population 1990: 93,730
Countywide Growth 1990- 2000: 27.6%
Median Income, household: $35,749
Median Age: 30.2
Housing Units 2000: 36,563
Housing Units 1990: 30,843
* Top 5 Business Categories:

1. Agriculture, forestry & fisheries 19.0%
2. Retail Trade 16.2%
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3. Public Administration 10%
4. Educational Services 8.8%
5. Manufacturing non-durable goods 7.1%

Madera County

County Seat: Madera
Population 2000: 116,760
Population 1990: 88,090
Countywide Growth 1990- 2000: 32.5
Median Income, household: $36,286
Median Age: 32.7
Housing Units 2000: 40,387
Housing Units 1990: 30,831
* Top 5 Business Categories:

1. Agriculture, forestry, & fisheries 16.4%
2. Retail Trade 14.9%
3. Educational Services 8.4%
4. Manufacturing durable goods 7.8%
5. Construction 7.4%

San Joaquin County

County Seat: Stockton
Population 2000: 563, 183
Population 1990: 480,628
Countywide Growth 1990- 2000: 17.2%
Median Income, household: $41,282
Median Age: 31.9
Housing Units 2000: 189,160
Housing Units 1990: 166,274
* Top 5 Business Categories:

1. Retail Trade 16.8%
2. Manufacturing durable goods 8.2%
3. Educational Services 8.0%
4. Construction 7.8%
5. Health Services 7.5%

Stanislaus County

County Seat: Modesto
Population 2000: 436,790
Population 1990: 370, 522
Countywide Growth 1990- 2000: 17.9%
Median Income, household: $40,101
Median Age: 31.7
Housing Units 2000: 150,807
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Housing Units 1990: 132,027
* Top 5 Business Categories:

1. Retail Trade 16.9%
2. Manufacturing non-durable goods 10.7%
3. Construction 8.4%
4. Health Services 8.0%
5. Agriculture, forestry & fisheries 7.8%

Tulare County

County Seat: Visalia
Population 2000: 368,021
Population 1990: 301,778
Countywide Growth 1990- 2000: 18.0%
Median Income, household: $33,983
Median Age: 29.2
Housing Units 2000: 119,639
Housing Units 1990: 105,013
* Top 5 Business Categories:

1. Agriculture, forestry & fisheries 18.6%
2. Retail Trade 14.8%
3. Educational Services 9.3%
4. Health Services 7.6%
5. Manufacturing non-durable goods 6.9%

* All data is based on 1990 census.  Percentage is based on total number of workers employed in
that sector.
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ATTACHMENT B

Outreach Support Information

Shasta Lake Water Resources Investigation, California

This attachment includes resource information for use in the Strategic Agency and Public
Involvement Plan (Plan) for the Shasta Lake Water Resources Investigation.

MEDIA LIST
Following reports are covering issues related to the Shasta Lake Water Resources Investigation
as of January 2003.  There is substantial turnover in media outlets.  Accordingly, for current
information, refer to the Investigation Database also developed as part of the Plan.

Media Outlet First Name Last Name Phone
Sacramento Bee Stuart Leavenworth (916) 321- 1000
Record Searchlight Jim Schultz (530) 243-2424
Chico Enterprise- Record Steve Schoonover (530) 891- 1243
Chico Enterprise- Record Laura Urseny (530) 891- 1243
Appeal Democrat Lois Gromley (530) 741-2345

Mercury-Register Carmen (530) 533-3131
Siskiyou Daily News Dale Andreasen (530) 842-5777
Modesto Bee Steve Elliot (209) 578-2394
Modesto Bee Ellen Chrismer (209) 578-2366
Fresno Bee Jim Steinburg (559) 441-6111
The Sacramento Valley Mirror Tim Crews (530) 934-9511
The Intermountain News Craig Harrington (530) 335-4533
Chico News & Review Tom Gascoyne (530) 894-2300
Chico News & Review John Young
Mountain Echo Walt Caldwell (530) 336-6262
Paradise Post Linda Meilink (530) 877-4413
Southern Siskiyou Newspapers Genny Axtman (530) 926-5214

MAJOR STATEWIDE PAPERS

Media Outlet First Name Last Name Phone
San Francisco Chronicle Alex Barnum 415-777-8456
San Francisco Chronicle Glenn Martin (415) 777-8456
San Francisco Chronicle Carl Nolte (415) 777-7146
San Francisco Chronicle Tom Stienstra (530) 938-0355
San Jose Mercury News Paul Rogers (408) 920-5045
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STATE AND NATIONAL WATER PUBLICATIONS

Media Outlet First Name Last Name Phone
ACWA News Cindy Bundock (916) 441-4545
California Coast & Ocean News Editor (510) 286-1015
Water Education Foundation Sue McClurg (916) 444-6240
US Water News Elizabeth McCarthy (530) 756-3738
Water Strategist Lisa Hahn (909) 981-7808
California Journal Editor (916) 444-2840

DOCUMENT STYLE

Type Style

General rules for desktop publishing is to mix no more than three type fonts in a given document.
Under these rules, the publisher generally selects fonts that represent the stature of the project.
When selecting the font it is important to consider the audience.  Because the audience for the
Investigation is diverse, a traditional font selection is recommended.  This includes a selection of
one serif font and one sans serif font:

Serif Font:

Times New Roman

Allowed Usage:

•  Regular

•  Bold

•  Italics

•  Bold Italics

Application:

•  Body text

•  Notes

•  Footnotes

•  Salutation

•  Address

•  Author
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Sans Serif Font:

Humnst777 BT

Humnst531 BT

Allowed Usage:

� Regular
� Regular Underline
� Regular Italics
� Bold Italics
� Bold
� Bold Underline

Application:

•  Headlines

•  Titles

•  Subtitles

•  Captions

•  Page Numbering

•  Subtitles

Page Format

Consistent look and feel extends to margins, indents, line spacing and text hierarchy.

Margins

•  Left – 1 inch

•  Right – 1 inch

•  Top – ¾ inch

•  Bottom – 1 inch

*When two or more pages, “mirror” margins if document is to be bound or hole-punched.
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Indentation, line spacing and bullet style – In most cases it is recommended that all text be flush
left, non-justified.  Content is single paragraph, no line indentation and double space between
each paragraph.  Content following a title or subtitle are single-spaced.  Bullet style is as follows:

� “Square” flush left
o “Hollow circle” ½ inch indent

•  “Sold circle”, 1 inch indent
� “Square” 1 ½ inch indent

Text Hierarchy, Print – Text hierarchy provides a sense of order and that all documents were
developed in a single voice.  Listed below is a suggested outline of font, size and orientation for
printed documents.  Among these recommendations, only the Page Title can be modified to
smaller or larger text in an effort to keep information to a single line, if desired.

Page Title:

Humnst777 BT, centered, 22 pt.
Section Header:

Humnst777 BT, Left, 16 pt.
Section Subhead:

Humnst777 BT, Left, Underline, 14 pt.
Section Subhead II:

Humnst777 BT, Bold, Left, 12 pt.

Section Subhead III:

Humnst531 BT, Left, 12 pt.

Section Subhead IV:

Humnst531 BT, italics left,12 pt.

Body Text:

Times New Roman, Left, Non-justified, 12 pt.

Notes/Footnotes:

Times New Roman, Italic, Non-justified, ½ inch indent, 11 pt.
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Captions, Page Numbers:

Humnst531 BT, left, 10 pt.

PowerPoint

Due to the orientation of the PowerPoint screen and the limited amount of space, the text
hierarchy must be modified. Available space, moreover, also influences the amount of content
that can be effectively applied. These rules continue to apply when PowerPoint is used in the
development of large-format display boards.

General Rules for PowerPoint displays:

•  Avoid text-heavy pages; less is more

•  Keep each topic to no more than three lines

•  Speak in an active voice

•  Avoid jargon; consider audience awareness

•  Use graphics sparingly and ensure that each is clearly labeled

•  Use text animations for transitions and topic emphasis

The order and font for PowerPoint displays are:

Humnst777 BT
� Humnst531 BT

o Humnst531 BT
•  Humnst531 BT Italics

Information Papers

Information papers – also known as white papers –  are an integral component of the Plan. These
documents often cover a technical issue in detail.  Although it is tempting to write such papers
with jargon and detail largely familiar to engineers and other project managers, it will be
developed with the forethought that it will be read by a lay persons’ audience.  Such a step is
important as it reinforces project transparency by demonstrating to the lay audience the PCT’s
interest in educating them of technical issues.  Items to consider when writing these documents:
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•  Avoid industry jargon

•  Limit the use of acronyms

•  Speak in an active voice

•  Avoid extensive punctuation

•  If jargon is unavoidable, include a glossary of terms at the end of the document

•  If available, provide direction for other reference material

The key role of information materials will be as reference materials at public meetings,
communication team meetings, speaker’s bureau presentation and briefing packets to legislators
and other key influences.


